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Forward 
 
Generative AI's impact on our work is nothing less than transformative. But as great as 
its benefits are to us, so are the consequences of using it carelessly. Just ask the 
lawyer sanctioned for submitting AI-hallucinated legal precedents or the student 
whose academic career was threatened by citing non-existent research about the 
consequences of trusting the generative AI tools without verifying outputs. These 
examples highlight why proper prompting and verification are essential to success. 
 
Every user must understand the reality of AI tools: they can hallucinate facts; they’re 
only as current as their training data; and can be a conduit for leaking sensitive 
information if not used correctly.  
 
As a user, success with generative AI hinges on things:​
 

1.​ The specificity of your prompts  
2.​ Verifying responses before acting on them 
3.​ Ensuring that the tool you use for business use will not utilize your data for 

training purposes  
 
Think of it like working with a CPA on your taxes. The quality of your tax filing depends 
on the information you provide. Forget to tell your CPA about your home office 
expenses, business travel, or professional development costs, and you miss out on 
those deductions. And even though you trust your CPA's expertise, you still review 
everything carefully before signing because, ultimately, you're responsible for what 
gets filed with the IRS.  
 
Similarly, generative AI needs similar care to deliver valuable results without risking 
your data. This Best Practices for AI Prompting guide, developed by the DDH AI 
Council, provides specific frameworks for crafting effective AI prompts and 
implementing verification workflows. We'll show you how to move beyond 
fundamental interactions so that you can leverage AI's capabilities while protecting 
your reputation as a diligent worker. 
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https://www.nytimes.com/2023/05/27/nyregion/avianca-airline-lawsuit-chatgpt.html
https://rasmussen.libanswers.com/faq/403604


 

About the DDH AI Council 
The DDH AI Council was founded to address a growing concern: the widening divide 
between organizations that embrace generative AI and those that are hesitant to 
adopt it. Generative AI is rapidly reshaping how we work, raising the overall caliber 
while enabling teams to innovate faster. We understand that for many business 
leaders, generative AI is still an unknown technology that comes with many risks. We 
aim to demystify generative AI and provide the education and insights business 
leaders need to build a roadmap for its adoption, with complete confidence that its 
use will be safe and transformative. 
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1. Set Clear Context 
 
Success with generative AI starts with clear communication. Just as your CPA needs 
complete context about your work and life to create an accurate tax filing, AI tools 
need specific instructions from you to deliver valuable results. 
 
The more you tell your AI tool what you want, the more its output will meet your 
expectations. Experience has shown that a systematic approach—using templates, 
verifying results, and following security protocols—leads to consistently better 
outcomes.  
 
Think of each AI interaction as briefing a new team member. Before diving into the 
task: 

●​ Define the role: "You are a copywriter creating social media ads for luxury 
hotels." 

●​ Set parameters: "Follow Ritz-Carlton brand guidelines: elegant, refined, never 
casual." 

●​ Specify audience: "Target audience: affluent travelers aged 45-65." 

●​ Include examples: "Previous successful posts include: [example]" 
 
Pro Tip: More specific context = better results. 
 
Example Prompt: 
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2. Establish Secure Workspaces 
 
It’s great that you want to use generative AI to improve the quality of your work, but 
you must take steps to protect sensitive information. A good rule of thumb: Treat 
sensitive information as if it’s your client's bank account. 
 
Here’s how to do that: 
 

●​ Create dedicated instances for each client * 
●​ Use enterprise/paid versions for confidential work 
●​ Check the privacy policy of every tool. For instance, ChatGPT will use your data 

unless you disable the feature “Improve the model for everyone” in the Data 
controls section of your settings. 

●​ Never input sensitive information like: 
○​ Client names 
○​ Financial information 
○​ Campaign metrics 
○​ Proprietary strategies 

●​ Never mix client data between workspaces 
●​ Log out after each sensitive session 

 
* Different AI tools have different methods for creating instances, so check your tool's 
user guide. Starting a new instance can be as simple as opening the AI tool in a new 
browser. 
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Pro tip: Use clear names for instances (e.g., "ClientA-SocialMedia-2024", 
"ClientB-Research"), and verify you're in the right instance before starting work. 
Always close one client's instance before opening another's to prevent mixing data. 
 
Example Prompt: 
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3. Build Prompt Templates  
 
Think of prompt templates as your personal AI recipe book. They're standard 
instructions you develop for routine tasks that consistently get good results. 
 
How to Build Them 
 

●​ Create standard formats for common tasks. 
●​ Assign versions to them (v1, v2) as you improve them 
●​ Test on small projects first 
●​ Track which versions work best 

 
Pro tip: You can store and share templates that consistently deliver good results for 
you in any text-based system, such as Google Docs. These templates are especially 
useful if you’re planning to be out of the office and a coworker will be doing these 
tasks for you while you’re out. 
 
Example Template: 
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Need help creating templates? Ask your AI tool: "Help me create a prompt template 
for [specific task]. The template should include [key requirements] and be reusable 
by my team." 
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4. Master Prompt Techniques 
 
This best practice is essential if you use AI for complex tasks. Complex tasks can 
overwhelm AI, leading to clarity and complete responses. Breaking down requests 
improves accuracy and quality. 
 
Key steps: 
 

●​ Split complex tasks into smaller chunks 
●​ Use specific examples to guide outputs 
●​ Keep prompts focused - shorter often works better 
●​ Confirm completion before moving to the next step 

 
Pro-Tip: Key tip: Complex requests like "Write a complete white paper about AI in 
healthcare with market size, trends, challenges, and outlook" will overwhelm AI. 
Instead, break it into steps: 1) Request an outline, 2) Review and approve, and 3) 
Develop each section separately. This approach gives you better control and more 
accurate results. 
 
Example Prompt: 
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5. Iterate and Refine 
 
AI responds differently to subtle, prompt changes. Testing different approaches helps 
optimize your results. Test and improve systematically: 
 

●​ Test different approaches (add personas, modify tone, change structure) 
●​ Document what works 
●​ Build your prompt patterns 
●​ Adjust detail level based on task complexity 

 
 
Pro-Tip: Simple tasks ("write a tweet") need minimal guidance. Complex tasks 
("create personas") require detailed parameters. Start basic, and add specificity if 
needed. 
 
Example: 
 

Simple Task "Create a tweet about our new coffee blend launch." 

Complex task “Create three buyer personas for an upscale coffee 
shop in downtown Seattle. For each persona, include: 
- Demographics (age, income, occupation) 
- Coffee drinking habits 
- Price sensitivity 
- Preferred brewing methods 
- Shopping behaviors 
- Key motivators for choosing specialty coffee." 
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6. Correcting Responses That Miss the 
Mark 
 
AI responses, like human work, often need refinement. The key is giving clear, specific 
feedback. Improvement Techniques: 
 

●​ Add Detail: "Include [specific examples/data points/metrics]" 
●​ Fix Inaccuracies: "That's incorrect because [reason]. Please revise using 

[correct information]." 
●​ Adjust Scope: "Focus only on [specific aspect] and provide more depth." 
●​ Change Format: "Restructure this as [format] to highlight key point.s" 
●​ Enhance Quality: "Make this more [professional/technical/accessible] by 

adding [specific elements.]" 
 
Pro Tip: Never just say, "that's wrong." Instead: "Revise this by [specific changes 
needed] to meet [specific goal]." 
 
Example: Weak feedback: "Make this better." Strong feedback: "Add industry 
statistics and implementation steps to make this more credible for a CEO audience." 
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7. Verify and Validate Outputs 
 
Never assume AI-generated content is accurate. AI is a starting point, not an ending 
point. You must verify and validate any output before putting it into the world. 
 
Real-World Impact: 
 

●​ In April 2024, Grok, the xAI chatbot, falsely accused NBA star Klay Thompson 
of throwing bricks through the windows of multiple houses in Sacramento, 
California.​
 

●​ NBC reporters received fabricated quotes attributed to Michael Bloomberg, 
including one that claimed, “It’s not about giving back; it’s about buying 
influence.” (Unable to verify the quotes, NBC didn’t use them, but they did 
publish a story about ChatGPT hallucinating.) 

 
To ensure your output is accurate, always: 
 

●​ Verify facts using trusted sources (if you can’t find a reputable source, assume 
it’s inaccurate) 

●​ Link to original statistics and quotes 
●​ Compare output against approved content 
●​ Check brand voice consistency 

 
Pro-Tip: While generative AI can make up facts, other generative AI tools, such as 
Perplexity, can easily verify what’s true and what’s not. And it couldn’t be simpler -- 
just ask whether your fact is true or false: 
 

 
 
Importantly, Perplexity will respond with links to sources (it is up to you to determine 
whether or not to trust those sources, as Perplexity relies on corporate websites, 
which may or may not meet your standards). 
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8. Document and Share 
 
Build your team's AI knowledge base by sharing the prompts that consistently deliver 
good results for you. 
 

●​ Save successful prompts in shared folders. 
●​ Note which variations got the best results. 
●​ Create libraries by task type (social posts, research, etc.) 
●​ Include context about why prompts worked well. 

 
Pro Tip: After a successful AI project, take 2 minutes to save your winning prompt 
with a quick note about the outcome. For example, "This prompt got great 
engagement on LinkedIn—note how specifying audience and tone improved results." 
These notes become invaluable when training new team members. 
 
Parting Thoughts 
The Power of AI + Human Insight AI tools can help you work faster and more 
efficiently, but your expertise, judgment, and creativity remain essential. Think of AI 
as enhancing your capabilities rather than replacing them. When you combine AI's 
processing power with your professional insight, you elevate the quality of your work 
while maintaining the unique value only humans can provide. 
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About Direct Digital Holdings  
 
Direct Digital Holdings (Nasdaq: DRCT) brings state-of-the-art sell- and buy-side 
advertising platforms together under one umbrella company. Direct Digital Holdings' 
sell-side platform, Colossus SSP, offers advertisers of all sizes extensive reach within 
the general market and multicultural media properties. The Company’s buy-side 
platform, Orange 142, delivers significant ROI for middle-market advertisers by 
providing data-optimized programmatic solutions for businesses in sectors ranging 
from energy to healthcare to travel to financial services. Direct Digital Holdings' sell- 
and buy-side solutions generate billions of impressions per month across display, 
CTV, in-app, and other media channels. 
 
 

 
 
Direct Digital Holdings 
1177 West Loop South | Suite 1310 
Houston, TX 77027 
marketing@directdigitalholdings.com 
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Important Note 
The resources and guides provided by the DDH AI Council are designed to serve as 
starting points for organizations navigating the evolving landscape of generative AI. 
They are provided for illustrative purposes only and do not constitute legal, 
regulatory, or operational advice. 
 
Organizations should tailor these materials to align with your specific needs, industry 
requirements, and legal obligations. We strongly recommend consulting legal, 
compliance, and data privacy experts to ensure adherence to applicable regulations 
and the safeguarding of organizational interests. All information is provided "as is," 
without warranties of any kind, and should be used at your discretion. 
 
 
Disclaimer: The responses provided by this artificial intelligence system are generated by 
artificial intelligence based on patterns in data and programming. While efforts are made to 
ensure accuracy and relevance, the information may not always reflect the latest data and 
programming news or developments. This artificial intelligence system does not possess 
human judgment, intuition, or emotions and is intended to assist with general inquiries and 
tasks. Always conduct your own independent in-depth investigation and analysis of ANY 
information provided herein, and verify critical information from trusted sources before 
making decisions. 
 
Interested parties should not construe the contents of ANY responses and INFORMATION 
PROVIDED herein as legal, tax, investment or other professional advice. In all cases, 
interested parties must conduct their own independent in-depth investigation and analysis of 
ANY responses and information provided herein. In addition, such interested party should 
make its own inquiries and consult its advisors as to the accuracy of any materials, responses 
and information provided herein, and as to legal, tax, and related matters, and must rely on 
their own examination including the merits and risk involved with respect to such materials, 
responses and information.  
 
We nor any of our affiliates or representatives make, and we expressly disclaim, any 
representation or warranty (expressed or implied) as to the accuracy or completeness of the 
materials, responses and information PROVIDED or any other written or oral communication 
transmitted or made available with respect to such materials, responses and information or 
communication, and we, nor any of our affiliates or representatives shall have, and we 
expressly disclaim, any and all liability for, or based in whole or in part on, such materials, 
responses and information or other written or oral communication (including without 
limitation any expressed or implied representations), errors therein, or omissions therefrom.  
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