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Al. STRUCTURE. RESULTS.

TRAIN THE INTERN

Structured Al Prompt Library for National PAL Chapters

Practical, Guardrail-Based Prompting for Administrative Leaders. This library provides copy-paste ready prompts,
structured workflows, and disciplined guardrails designed specifically for National PAL chapter administrators and
volunteer coordinators. Al performs exactly as well as the instructions you give it — and this guide will show you
how to give it excellent ones.
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Before You Type Anything

Al performs like an intern. If you give vague instructions, you get vague output. The quality of your results is a
direct reflection of the structure and clarity you bring to each prompt. Disciplined prompting is not a technical skill
— itis a leadership habit. Before you open any Al tool, you need to establish a consistent pre-prompt framework

that protects your chapter and produces usable output every time.

—0——0— —0—

Define the Role Define the Outcome Provide Resources

Tell the Al exactly what State what a successful output Upload or paste the source

function it is performing. looks like before drafting documents the Al should draw
begins. from.

——0——0——

Set Quardrails

Define what the Al must never do — fabricate,

speculate, or include sensitive data.

If Using ChatQPT

Begin every workflow with: "You are acting as a
disciplined assistant supporting a National PAL
chapter administrator. Ask clarifying questions
before drafting. Do not fabricate data.”

Reouire Clarifying Questions

Instruct the Al to ask before it drafts. This is the

single most protective step.

If Using UotebookLN

Upload relevant documents: prior grants, parent
newsletters, volunteer handbook, board reports, and
your chapter mission statement. Then instruct: "Use
only uploaded materials. Flag missing information

before drafting."

(). Remember: Al supports leadership. It does not replace it.
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Qrant Writing Workflowu

Structured Funding Narrative with Quardrails

Grant writing is one of the highest-leverage administrative workflows in a PAL chapter. A well-funded proposal
requires precise language, verifiable metrics, and a clearly articulated community need. When structured properly,
Al reduces drafting time while maintaining the measurable impact language that foundation and government

reviewers expect. The prompt below establishes the Al as a strategic partner — not an autonomous author.

Copy and Paste This Prompt Resources to Include
You are acting as a nonprofit grant strategist for our
National PAL chapter. Prior Chopter
Successful Mission
Before drafting: Qrant Statement
Ask for missing metrics. Provides tone and Grounds every
Confirm funding purpose. structural reference outputin your
Confirm reviewer type (foundation, corporate, B D ) 79000 organization's
government). funding category. approved language
and values.

Use this structure:

Organizational overview ..
Current Program Statistics
Defined community need

. Enables Al to reference real metrics rather than
Program design

generating placeholder language.
Measurable outcomes

Budget narrative

Community impact [ Never allow Al to generate statistics it was

. not explicitly given. Flag every number
Guardrails:

before submission.

e Do notinvent data.
e Flag unsupported claims.

e Keep tone measurable and professional.

Ask follow-up questions before drafting.
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Volunteer Coordination Workflouwu

Onboarding and Scheduling System

Volunteer coordination is a time-intensive administrative function that benefits immediately from structured Al
support. Inconsistent onboarding communications and ad hoc scheduling emails create confusion, increase no-
show rates, and erode volunteer confidence. This workflow uses Al to produce standardized, policy-aligned

messaging that saves staff hours every week while maintaining a consistent community-facing tone.

Copy and Paste This Prompt Resources to Upload

You are acting as operations coordinator for our PAL | '__"G/)n |  Volunteer Handbook

chapter.
Ensures all messaging aligns with
Using the documents provided, create: established chapter policies and volunteer

expectations.
1. Astandardized onboarding email template .

2. Arecurring weekly scheduling email template

3. Aneventreminder message template

@ Code of Conduct

Prevents Al from generating language that
Requirements: . .
equirements inadvertently contradicts conduct

Clear bullet formatting requirements.
Defined expectations

Professional but community tone Event Calendar

No contradictions with chapter policy Provides scheduling context so reminder

messages reflect accurate dates and roles.

If policy language is unclear, ask before drafting.
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Parent Communication Workflouwu

Consistent Tone and Policy Alignment

Parent-facing communications represent your chapter's public identity. Inconsistent tone, missing action items, or
policy misalignment can undermine trust with the families you serve. This workflow ensures that every newsletter,
event announcement, and policy update is drafted with structured formatting, professional language, and a clear
call to action — all grounded in your approved source materials.

Copy and Paste This Prompt Resources to Include

You are drafting communication on behalf of a

National PAL chapter serving youth and families. Prior Chopter

Ueuvvusletters Safety Policies
Before drafting: Ask for event details. Ask for

required forms. Confirm any safety notes.

Mission Statement

Output Format:

e Clearsubjectline

e Structured paragraphs (J Data Protection: Never input youth names,
- addresses, disciplinary records, or other

e Action items separated clearly ) . ) o
personally identifiable information into a
* Contactinformation at the bottom public-facing Al model. This applies to

Guardrails: every workflow in this library.

e Do notinclude private youth data.
e Maintain professional tone.

e Avoid slang or exaggerated language.

Ask clarifying questions before drafting.
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Leadership Curriculum Workflowu

Outcome-Driven Session Design

Designing youth leadership curriculum requires behavioral precision, age-appropriate structure, and clear alignment
with your chapter's program values. Al can accelerate session planning when it is given a defined outcome, a specific
age group, and guardrails that prevent generalized or inappropriate content. This prompt is built to produce

curriculum that your staff can execute with confidence and your youth can engage with meaningfully.

Copy and Paste This Prompt Session Architecture

You are acting as a youth leadership curriculum

% Opening Engagement

designer for a National PAL chapter.

Objective: [Insert measurable outcome] Captures attention and sets behavioral context

for the session.
Age group: [Insert age range]

Program values: [Insert or paste mission statement]

< Core Teaching

Before building the session outline:
Delivers the primary leadership concept

1. Askabout time constraints. with structured examples.
2. Ask about materials available.

3. Confirm behavioral goals.

Quided Discussion

Then build:
Reinforces learning through facilitated

Opening engagement activity peer conversation.
Core teaching framework

Guided discussion questions .
0. Qroup Exercise

Applied group exercise e
Closing reflection tied to measurable behavior Al E e
measurable, observable team
Guardrails: Age-appropriate language. Structured activity.

timing. No sensitive or inappropriate content.

Ask follow-up questions before drafting.

O Closing Reflection

Ties outcomes back to behavioral goals

and chapter values.
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Board Reporting Workflowu

Structured Administrative Summary

Board reports are accountability documents. They need to be accurate, professional, and free of speculative
language. This workflow uses Al to organize your data into a clean, board-ready format — but only after you have
supplied the metrics. The Al's role here is structure and synthesis, not generation. Your board deserves reporting

that reflects actual chapter performance, not Al-generated approximations.

Copy and Paste This Prompt Resources to Upload
You are acting as an executive administrative
assistant preparing a board-ready report for a Prior Board Attendance
National PAL chapter. Use only the data provided. Reports Summaries
Report Structure: Provides structural Enables accurate
and tonal reference program delivery
Executive summary for consistent metrics in your

Program delivery metrics formatting. report.
Volunteer engagement summary

Financial overview (non-sensitive) Vislumieen Seir el

Operational challenges

Supports engagement reporting with verified
Next month priorities PP &g P &
data.
Requirements:

Professional tone throughout . .
(J critical Guardrail: Board reports
Clear headers for each section frequently contain financial data, personnel

No speculative statements notes, and operational challenges. Never

F[ag missing metrics before drafting Upload documents Containing sensitive
personnel information, unresolved legal

Ask follow-up questions before drafting.

matters, or confidential financial details
into a public Al model. Keep sensitive
content in human-only review.
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gvent Planning Workflowu

Structured Checklist Builder

Event planning failures are almost always the result of missing one checklist item at the wrong time. Al can build a

comprehensive, time-phased event checklist in minutes — but only if you define the event type, the operational

scope, and the specific requirements that apply to your chapter. This prompt produces a structured, role-assigned

checklist that keeps volunteers accountable and eliminates the last-minute scramble that often accompanies

underprepared events.

Copy and Paste This Prompt

You are acting as an event operations planner for a

youth nonprofit.
Build a structured checklist for: [Insert event type]
Organize by:

30 days prior
14 days prior
7 days prior

Day of event

Post-event follow-up
Include:

Volunteer roles
Risk management considerations
Communication checkpoints

Documentation requirements

Ask clarifying questions before building the checklist.

Checklist Timeline

30 Days
Prior

Confirm venue,
assign leads, draft
volunteer roles,
initiate

communications.

7 Days Prior

Final
confirmation, risk
review,
documentation
prep, backup
planning.

Post-Event

Collect feedback,
file reports, thank
volunteers,
archive

documentation.

14 Days
Prior

Confirm
headcount,
finalize materials,
send event
reminders to

volunteers.

Day Of
Event

Execute roles, log
attendance,
document
incidents,
manage

communications.
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Social Nedia Workflowu

Public-Facing Messaging wuith Quardrails

Social media content is one of the most visible outputs your chapter produces. Poorly crafted posts can misrepresent your
mission, violate youth privacy, or damage community trust that took years to build. This workflow treats every social post
as a structured communication exercise — requiring the Al to confirm platform context, call to action, and data accuracy
before producing a single word of copy. Public-facing messaging deserves the same discipline as any other administrative
document.

Copy and Paste This Prompt

Social Media Quardrail Priorities

You are drafting public-facing communication for a

National PAL chapter.

Before drafting:

* Ask what platform this is for.
e Ask for the call to action.

e Confirm any communication restrictions.

Guardrails:

* No private youth data.
* No exaggerated claims.

¢ No unsourced statistics.
Deliver:

® Post copy
® Suggested headline

® Suggested call to action

1

Youth Privacy
First

Never include names,
photos, or identifiable
information about
youth participants
without verified
written consent on
file.

3

Platform
Context
Matters

Facebook, Instagram,
LinkedIn, and X have
different audiences,
formats, and tone
expectations. Match
the platform.

2

Accuracy Over
€ngagement

A verified fact beats an
impressive-sounding
exaggeration every
time. Inaccurate
claims erode
credibility
permanently.

4

Human Reviewu
Reoquired

Every post generated
by Al must be
reviewed and
approved by a
designated staff
member before
publishing.
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WORKED EXAMPLE

Training the Intern in Practice
Qrant Application — Step 1 of 4: What the Chapter Types

The following four-card sequence demonstrates the complete Al workflow from initial prompt to final output. This
example uses a grant application for a $25,000 community foundation award. Follow each step to understand how
disciplined prompting generates disciplined results — and where human oversight remains essential throughout
the process.

Step 1 — What the Chapter Types:

You are acting as a nonprofit grant strategist for our National PAL chapter.

Our mission is to provide structured youth development programming focused on leadership, mentorship, and

community engagement.
We are applying for a $25,000 community foundation grant to expand our after-school leadership program.
Before drafting:

e Ask me for any missing metrics.
e Confirm program outcomes.

e Confirm target audience.

Use this structure: Organizational overview - Defined community need - Program design - Measurable

outcomes - Budget narrative - Community impact

Do not fabricate data.

[J Notice: The prompt defines the role, states the funding purpose, establishes the structure, and explicitly
instructs the Al to ask before drafting. These four elements together are what separate usable output

from unusable output.
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WORKED EXAMPLE

What a Disciplined AI Should Ask Back

Qrant Application — Step 2 of 4: AI Clarifying Questions

A properly prompted Al does not draft immediately. It asks. The six questions below represent what a well-
structured Al returns when it has been instructed to confirm missing information before generating any content. If
your Al skips this step and drafts immediately, your prompt is missing the clarifying question instruction — return

to the prompt and add it explicitly.

———0—

Youth Served Measurable Outcomes

How many youth are currently served by your What measurable outcomes does your chapter
chapter annually? currently track?

Age Qroup Fund Use

What specific age group does this program serve? What specifically will the $25,000 fund — staffing,

materials, programming?

—o——0—

Prior Metrics Revieuwver Type

Do you have prior year success metrics or program Who is the target reviewer — local community

completion data available? foundation, corporate funder, or government
agency?

[J Key Principle: The Al asking these questions before drafting is not a failure — it is the system working
correctly. An Al that drafts without asking is the one you should be concerned about.

Operate Bigger — Al Advisory & Implementation



WORKED EXAMPLE

Example Inputs Provided

Qrant Application — Step 3 of 4: Chapter Responses

Once the Al has asked its clarifying questions, the chapter administrator provides concrete, verified answers. These
inputs are what drive the quality of the final output. Notice that every answer is specific, numerical where
possible, and grounded in real program data. The Al cannot fabricate accurate metrics — the chapter administrator

is the source of truth, and the output is only as strong as the inputs provided at this stage.

Youth Served Outcomes Tracked Age Qroup

We serve 120 youth annually 85% of participants show The program serves youth ages
through structured leadership improved school attendance. We 11 to 16 — middle school and
and mentorship programming. track attendance and program early high school participants.

completion rates.

Fund Allocation Prior WNetrics Reviewver Type

The $25,000 will support We track attendance The target reviewer is a local

additional mentoring staff and improvement and program community foundation focused

expanded curriculum materials. completion rates year over year. on youth development
outcomes.

With these six inputs confirmed, the Al now has everything it needs to generate a structured, accurate, grant-ready
narrative. The next card shows the resulting output excerpt — and what disciplined prompting actually produces

when the system is followed correctly.
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WORKED EXAMPLE

Output Excerpt

Qrant Application — Step 4 of 4: AI-Qenerated Draft

The following is an example of what the Al returns after receiving the structured prompt and confirmed inputs.
This output required no fabricated data, no speculative language, and no post-draft cleanup for accuracy —
because the prompt was built to prevent those failures before they occurred. Review each section header and

notice how the structure follows the prompt exactly.

Organizational Overviewy Defined Community Need

Our National PAL chapter serves 120 youth In our community, middle school youth face
annually through structured leadership and increased risk of disengagement during after-
mentorship programming focused on long-term school hours. Eighty-five percent of our
community engagement and academic participants demonstrate improved school
accountability. attendance after enrollment.

Program Design MNeasurable Outcomes

The after-school leadership program provides The expanded program will increase youth
structured mentoring sessions, guided participation from 120 to 150 annually and
curriculum, and supervised community maintain measurable improvementsin
engagement activities designed to build attendance and program completion.

accountability and positive peer networks.

Budget Narrative Community Impact

The requested $25,000 will fund two part-time Expanding structured after-school programming
mentoring staff members and expanded reduces idle time and strengthens youth-
curriculum materials directly tied to program community engagement pathways across our
delivery. service area.
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WORKED EXAMPLE

What This Demonstrates

Five Principles of Disciplined AI Output

The four-step grant example illustrates that disciplined Al prompting is not about technical expertise — it is about
leadership habits applied to a new tool. When administrators follow the structured workflow, the output is
consistently stronger, faster, and safer than unstructured experimentation. Review each principle and identify

which ones your chapter is already practicing and which ones need reinforcement.

2

Role Clarity

The Al was given a specific role
— nonprofit grant strategist —
before any content was
generated. Role assignment
shapes tone, structure, and
level of professionalism
throughout the output.

Measurable Language

Every section of the output referenced verified
numbers and specific outcomes. Foundation
reviewers expect measurable impact language —
and Al can deliver it, but only when given real

metrics to work with.

Reouired Clarifying
Questions

The Al asked six targeted
questions before producing a
single paragraph. This step
alone prevents the fabricated
statistics and vague language
that make Al-generated grants
unusable.

Quardrails Applied

Explicit instructions — do not
fabricate data, flag
unsupported claims — were
embedded in the prompt.
Guardrails are not optional.
They are the protection layer
between Al convenience and

organizational risk.

Human Oversight Retained

The administrator reviewed, confirmed, and
approved every claim before submission. Al
accelerated the drafting process. Human judgment

controlled the final product. That accountability

structure must never be reversed.
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Common AI Nistakes PAL Chapters

Nake

Six Adoption Failures to Avoid

The most common Al failures are behavioral, not technical. Skipping structure, bypassing guardrails, or over-

delegating creates risk that outweighs any time saved.

—  Mistake 1: Tool Before Outcome

Opening Al without a defined deliverable
produces unfocused, unusable output. Define

what you need before you type anything.

Mistake 3: Sensitive Data Input

Never enter youth records, personnel data, or
confidential financials into public Al models.

This is a compliance and safety failure.

Mistake 5: Premature Expansion

Prove Al works in one use case before

deploying it chapter-wide.

() Bottom Line: Start structured. Stay structured.

%

%

%

Mistake 2: Vo Quardrails

Every workflow must include explicit
instructions for what Al must not do. Absence of

guardrails is an organizational liability.

Mistake 4: Vo Human Reviewuer

Every Al-generated document must be
reviewed and approved by a named staff
member before distribution.

Mistake 6: Accepting the First
Draft

First drafts are starting points. Refinement, fact-
checking, and human judgment are always

required.
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Start Structured. Stay Structured.

Your Chapter's AI Adoption Checklist

Post this checklist wherever your team makes Al adoption decisions.

Define the Role

Begin every prompt with a specific role assignment tied to your chapter's function.

Provide Source MNaterial

Upload the documents Al should reference — never let it guess or fabricate.

Reouire Clarifying Questions

Instruct Al to ask before it drafts — the single most protective step.

Protect Sensitive Data

Youth records, personnel files, and confidential financials never enter a public Al model.

Assign a Human Revieuwver

Name one person accountable for approving every Al-generated output.

MNeasure and €xpand

Track time saved and output quality before expanding Al to new workflows.

[0 Ready to go further? Forimplementation support, Al advisory, and additional training resources, visit
operatebigger.com/pal

@ Developed by Operate Bigger — Al Advisory & Implementation
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