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The AI Cheat Code Document

A Staff Guide to Optimizing Productivity and Results
An AI model is a powerful tool, but like any advanced tool, its output is only as good as the operator's instructions. A "prompt" is the instruction. This document provides the "cheat codes" (a set of frameworks and techniques) to move from basic, generic answers to expert-level, actionable results.

Part 1: The 3 Foundational "Cheat Codes" (The RTF Framework)
For 90% of your daily tasks, a simple three-part framework is all you need. If you only remember one thing, remember RTF.
· (R)ole: Assign the AI a persona or expertise. This is the single most effective way to change the tone, style, and depth of the response.
· (T)ask: State the specific, actionable verb you want it to perform.
· (F)ormat: Define the exact structure of the output you need.
How It Works:
	Vague Prompt (Low-Value)
	RTF "Cheat Code" (High-Value)

	"Write about our new travel policy."
	(R)ole: Act as our internal HR communications manager. 

(T)ask: Draft a clear, professional email to all staff explaining the two key changes to the new travel request policy (the 7-day advance notice and the new portal). 

(F)ormat: The output must be a single email, starting with "Dear Team," and using bullet points for the key changes.

	"Give me some marketing ideas."
	(R)ole: Act as a senior marketing strategist. 

(T)ask: Generate 5 creative, low-budget marketing ideas for our "Welcome Week" initiative. 

(F)ormat: Present these ideas in a table with two columns: "Idea" and "Target Audience."



Part 2: The Master Prompt Template
For complex tasks, expand the RTF framework with Context and Constraints. This template can be copied and pasted for any major request.
(Role): You are a [Insert Persona/Job Title, e.g., "a senior data analyst," "an expert copywriter," "a helpful project manager"].
(Task): Your task is to [Insert Specific Action, e.g., "analyze the following data," "write a project kickoff email," "brainstorm 5 solutions"].
(Context): The goal is [Explain the "Why"]. The audience for this output is [Describe the Audience, e.g., "department heads," "new employees," "external clients"].
(Constraints): The tone must be [e.g., "professional and formal," "friendly and encouraging"]. Do not [e.g., "use technical jargon," "exceed 300 words"].
(Format): The output must be a [e.g., "numbered list," "JSON object," "Markdown table," "step-by-step guide"].
(Input Data):
[If you are providing data to analyze or summarize, paste it here]

Part 3: Advanced "Cheat Codes" (Pro-Level)
Use these techniques to solve complex problems or teach the AI to handle novel tasks.
1. The "Chain-of-Thought" (CoT) Code
When to Use: When you have a complex problem, a logic puzzle, or a math question, and the AI keeps giving you the wrong answer.
By default, an AI will try to give you the answer in one shot. This "cheat code" forces it to slow down and show its work, which dramatically increases its accuracy.
· The Code: Simply add the phrase "Let's think step-by-step." at the end of your prompt.
2. The "Few-Shot" Learning Code
When to Use: When you need the AI to follow a very specific, custom format or tone that is hard to describe.
"Few-shot" (or "one-shot") prompting means you show the AI what you want by providing 1-3 examples, rather than just telling it.
· The Code:
"I am going to provide you with 2 examples of how to format a project update. Your task is to write a new project update for 'Project Phoenix' in the exact same format. Example 1: Project: Project Alpha Status: Green Blocker: None Example 2: Project: Project Beta Status: Yellow Blocker: Awaiting vendor contract. New Update to Write: Project: Project Phoenix Status: [You fill this in] Blocker: [You fill this in]"
3. The "Devil's Advocate" Code
When to Use: When you are brainstorming an idea and want to find its weaknesses before you present it to your team.
· The Code:
"You are a 'Devil's Advocate' and a skeptical business analyst. Your task is to critique the following idea. Find every potential weakness, flaw, and risk. Idea: [Describe your new idea or proposal here]."

Part 4: Quick-Reference "Cheat Codes" by Task
Copy and paste these templates for common professional tasks.
	Task
	Cheat Code Prompt

	Summarizing
	"Summarize the text below into a 5-bullet-point list, written for a senior executive. Extract all key decisions and action items."

	Writing
	"Act as a professional copywriter. Rewrite the following paragraph to be more persuasive, clear, and concise. The audience is [Audience]."

	Emailing
	"Draft a polite and professional email to [Recipient]. The goal is to [Your Goal, e.g., 'ask for a 2-day deadline extension']. Provide a brief, one-sentence reason."

	Analyzing
	"Analyze my top 3 competitors ([A], [B], [C]) in [Area, e.g., 'social media marketing']. Create a table showing 1 strength and 1 weakness for each."

	Ideation
	"Generate 10 unconventional and creative solutions for [Problem, e.g., 'improving staff morale during a busy season']. Focus on ideas that are low-cost."

	Learning
	"Explain the concept of [Complex Topic, e.g., 'Blockchain'] to a [Audience, e.g., 'a 10-year-old'] using a simple analogy."

	Planning
	"Create a detailed meeting agenda for a 1-hour project kickoff. The participants are [List roles]. The goal is to [Goal]. Include time blocks and the owner for each item."



Part 5: Critical Reminders (The "Game Over" Screen)
1. NEVER Input Confidential Data: Treat all public AI chats as insecure. Never paste Highly Confidential or Confidential information. Refer to the official university data classification guide at all times.
2. Verify, Don't Trust: The AI can "hallucinate" (invent facts, dates, and sources). You are the final editor. Always assume the output is a draft and verify all facts before using them.
3. You Are the Expert: The AI is your assistant. It provides a starting point, but your professional judgment and final polish are what create the real value.
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