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PPrroommppttiinngg  WWoorrkksshheeeett::  GGeenneerraall  NNoonn--LLeeggaall  AAII  

WWoorrkksshheeeett  IInnssttrruuccttiioonnss  aanndd  FFiieellddss::  

 

Project Name, Date, AI System Used: Fields used to track your usage so you can determine what 
systems are giving you the best results for specific projects. 

Tone: What level do you want the output to be in? (e.g., formal and professional, 8th grade level, 
informal and chaYy) 

Role: Give the system a persona to adopt to give it beYer context about the perspecIve you want the 
system to use when processing the data and generaIng output (e.g., a prosecutor, a defense aYorney, a 
supervisor, a law professor, a judge, etc.) 

Output: What type of output are you looking for? Include jurisdicIon if important. (e.g., a leYer, an 
outline, a PowerPoint presentaIon, an image, a table, a python script, etc.) 

Purpose: Why are you asking the system to perform the task? (e.g., to encourage client to select the firm 
for a maYer, to set up an interview, etc.) 

Issue: What do you want the system to work on? The more context the beYer. (e.g., if wriIng a leYer, 
give details that should be in the leYer, such as the reason for wriIng, any legal summarizaIon you need 
to do with the specific legal issue, any due dates for a response, etc.) Do NOT include confidenIal client 
informaIon.  

Refinement Instruc?ons: If your results are not saIsfactory and need to be updated, you can add further 
instrucIons. As of December 2023, you can usually refine the document five Imes before the AI system 
begins forge_ng previous informaIon. (e.g., condensing or expanding results, adjusIng tone, or refining 
a discussion point) 

TTiippss::  

• If copying and pas.ng from the worksheet, copy these fields: Tone, Role, Output, Purpose, and 
Issue. A`er you get your results, you can refine it in the follow up prompt. In the example below, 
I use the first refinement in my second prompt and then used the second refinement in a third 
prompt. As long as you don’t change chats, the system should remember at least the last 5 
prompts in the chain. 

• Being polite does not hurt, and there is some data that indicates this may improve the 
performance of the system. 

• Be clear and unambiguous in your requests.  
• Unless you opt out, any informaIon you provide may be used in the AI training data. Please read 

your Terms of Service. 
• You can o`en return to a chat and resume adding prompts to the chain. 



AMERICAN BANKRUPTCY INSTITUTE

443

Page 2 of 3 
 

EExxaammppllee  ooff  CCoommpplleetteedd  FFoorrmm::  

Project Name: Legal WriIng HypotheIcal Supplemental DocumentaIon - Indictment 

Date:  Thursday, December 7, 2023 

AI System Used: ChatGPT 4.0 

Tone: Formal Legal Document 

Role: Act as an Assistant U.S. AYorney 

Output: Dra` an indictment to be filed with the Northern District of Ohio 

Purpose: Supplemental documentaIon for a wriIng prompt for a first year Legal Research & WriIng 
course 

Issue:1 Defendant sold chicken pox-infected adulterated lollipops to parents who wanted to naturally 
expose their children to the virus. She adverIsed these lollipops for sale on Facebook for $50 for two 
infected lollipops. She offered to and did ship lollipops across state lines. Defendant purchased "Original 
Gourmet Lollipops" in 100-unit packages. Her children then sucked on the lollipops while infected with 
the chicken pox virus. Defendant repackaged and shipped the adulterated lollipops out of the floral shop 
that she owns, which sits one floor below her living quarters in a mixed-use neighborhood in Cleveland, 
Ohio. Defendant sold and shipped 300 lollipops before U.S. law enforcement officers intervened. There 
should be two counts in the indictment: 1) Failure to register a food facility under 21 USC 350d, which is 
a violaIon of 21 USC 331(dd), and 2) The adulteraIon or misbranding of any food, drug, device, tobacco 
product, or cosmeIc in interstate commerce, which is a violaIon of 21 USC 331(b), with the intent to 
defraud or mislead the purchasers of the food.2 

Refinement Instruc?ons:  

1. Add a cerIficate of service with service being done via electronic filing through ECF. 
2. Using the same scenario, dra` a leYer to our client, the defendant, to explain the charges and 

her likelihood of succeeding to avoid criminal penalty. The leYer should be formal. 

   

 
1 Prompt can be in separate sec/ons as above or combined into paragraph format. Verify any system provided legal 
informa/on. 
2 Example results: ChatGPT 3.5, hCps:///nyurl.com/ChatGPT3-5; 4.0, hCps:///nyurl.com/ChatGPT4-0  
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WWoorrkksshheeeett  
  

Project Name: Click or tap here to enter text. 

Date: Click or tap to enter a date. 

AI System Used: Click or tap here to enter text. 

 

PPrroommpptt: 

Tone: 

Click or tap here to enter text.  

 

Role:  

Click or tap here to enter text. 

 

Output: 

Click or tap here to enter text. 

 

Purpose:  

Click or tap here to enter text. 

 

Issue:  

Click or tap here to enter text. 

 

Refinement Instruc?ons:  

Click or tap here to enter text. 

 

Sa?sfactory results?     ☐  Yes                  ☐   No 
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PPrroommppttiinngg  WWoorrkksshheeeett::  LLeeggaall  AAII  

This worksheet is intended to work with the Legal AI systems that have been released or are currently in 
beta. Systems include: Co-Counsel, Lexis AI, Vincent AI, LawDroid, and Law.AI. Some systems, such as 
LawDroid Copilot, will walk you through a prompt in their system, but it is sEll a good idea to do some 
pre-planning with a worksheet. 

WWoorrkksshheeeett  IInnssttrruuccttiioonnss  aanndd  FFiieellddss::  

Project Name, Date, AI System Used: Fields used to track your usage so you can determine what 
systems are giving you the best results for specific projects. Not included in prompt. 

Tone: What level do you want the output to be in: E.g. formal and professional, 8th grade level, informal 
and chaZy) Tone generally defaults to professional in legal systems, so only include if you need 
something else, like informal for a family friend. 

Role: Give the system a persona to adopt to give it beZer context as to the perspecEve desired to 
process the informaEon and report the outcome (e.g. a prosecutor, a defense aZorney, a supervisor, a 
law professor, a judge, etc).  

Output: What type of output are you looking for? (E.g. a leZer, an outline, a PowerPoint presentaEon, an 
image, etc.) Include jurisdicEon, if important. Some systems currently have limited output formats or 
jurisdicEons and make this a separate selecEon before you put in a prompt. 

Issue: What do you want the system to work on? The more context the beZer. (e.g. if wriEng a leZer, 
give details that should be in the leZer, such as the reason for wriEng, any legal summarizaEon you need 
to do with the specific legal issue, any due dates for a response, etc.)  

Refinement Instruc@ons: If your results are not saEsfactory and need to be updated, you can add further 
instrucEons. As of December 2023, you can usually refine the document five Emes before the AI system 
begins forge`ng previous informaEon (e.g., condensing or expanding results, adjusEng tone, or refining 
a discussion point). 

TTiippss::  

• No need to be polite – just be direct and unambiguous  
• Provide as much context as possible, including:   

o Facts   
o Previously known laws and/or cases to consider  
o Examples, if any  

• Some systems want informaEon is a specific order, but they will prompt you for it. (e.g. LawDroid 
Copilot). You may also be able to use a “freeform” prompt, however, where you can use the same 
prompt between systems.  

• Know your contract terms before you put client confidenEal informaEon into the system. Some 
systems include higher levels of protecEon than others.  
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• If copying and pas.ng from the worksheet, copy these fields: Tone (if included), Role, Output, and 
Issue. If you set the jurisdicEon with the buZon or an earlier prompt, you can remove that from the 
output. Ager you get your results, you can refine it in the follow up prompt. In the example below, I 
use the refinement to drag the opposing side’s arguments. As long as you don’t change chats, the 
system should remember at least the last 5 prompts in the chain. 

• You can ogen return to a chat and resume adding prompts to the chain. 
  

EExxaammppllee  ooff  CCoommpplleetteedd  FFoorrmm::  

Project Name: Legal WriEng HypotheEcal Supplemental DocumentaEon - Indictment 

Date:  Thursday, December 7, 2023 

AI System Used: Lexis AI 

Role: AcEng as an Assistant U.S. AZorney 

Output: Drag a Legal Memo – JurisdicEon buZon set to 6th circuit 

Issue:1 Defendant sold chicken pox-infected adulterated lollipops to parents who wanted to naturally 
expose their children to the virus. She adverEsed these lollipops for sale on Facebook for $50 for two 
infected lollipops. She offered to and did ship lollipops across state lines. Defendant purchased "Original 
Gourmet Lollipops" in 100-unit packages. Her children then sucked on the lollipops while infected with 
the chicken pox virus. Defendant repackaged and shipped the adulterated lollipops out of the floral shop 
that she owns, which sits one floor below her living quarters in a mixed-use neighborhood in Cleveland, 
Ohio. Defendant sold and shipped 300 lollipops before U.S. law enforcement officers intervened. There 
are two counts in the indictment: 1) Failure to register a food facility under 21 USC 350d, which is a 
violaEon of 21 USC 331(dd), and 2) The adulteraEon or misbranding of any food, drug, device, tobacco 
product, or cosmeEc in interstate commerce, which is a violaEon of 21 USC 331(b), with the intent to 
defraud or mislead the purchasers of the food. Include both issues in the legal memo. 

Refinement Instruc@ons: Write a memo that includes defenses against these charges. 

   

 
1 Prompt can be in separate sec/ons as above or combined into paragraph format. Verify any system provided legal 
informa/on output. 
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WWoorrkksshheeeett  
  

Project Name: Click or tap here to enter text. 

Date: Click or tap to enter a date. 

AI System Used: Click or tap here to enter text. 

 

PPrroommpptt: 

Tone: 

Click or tap here to enter text.  

 

Role:  

Click or tap here to enter text. 

 

Output: 

Click or tap here to enter text. 

 

Issue:  

Click or tap here to enter text. 

 

Refinement Instruc@ons:  

Click or tap here to enter text. 

 

Sa@sfactory results?     ☐  Yes                  ☐   No 
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Faculty
Prof. Ayyoub Ajmi is director of Legal Innovation and Technology at the University of Missouri-
Kansas City Law School in Kansas City, Mo. He champions innovation and transformation at the 
intersection of law and technology. At UMKC, Prof. Ajmi has helped build and deploy such innova-
tive and award-winning solutions as the library’s Virtual Self-Help Clinic and the Kansas Protection 
Order Portal. In 2017, he founded CiviLaw.Tech, a consulting firm that provides organizations with 
the legal tech solutions they need to make a meaningful impact. Among his projects are the State of 
Nevada Interactive Self-Help Portal, a conversational AI-powered chatbot, a national Family Triage 
portal, and a DIY Expungement Tool in Missouri, among many other impactful solutions. Prof. Ajmi 
has been recognized by the American Bar Association and Missouri Lawyers Weekly, among oth-
ers, for his innovations and leadership in technology initiatives in law. He teaches legal technology 
competency skills, law practice systems and document automation courses. He received his B.A. in 
communication technologies from the University of Texas at Arlington, his Master’s in library and 
information science from the University of North Texas and his J.D. from the University of Missouri-
Kansas City School of Law

Prof. Barbara Glesner Fines is the Rubey M. Hulen Professor of Law and Dean Emerita at the Uni-
versity of Missouri - Kansas City School of Law in Kansas City, where she has been a member of the 
faculty since 1986. She served as executive associate dean from 2008-16 and as dean from 2017-23. 
Prof. Glesner Fines is a renowned expert on professional ethics, legal education and the professional 
identity formation of law students. She has authored numerous articles and books on these subjects and 
is a fellow in the Holloran Center for Ethical Leadership. Prof. Glesner Fines currently teaches profes-
sional responsibility, client interviewing and family violence. She received her undergraduate degree in 
1980 from Grand Valley State University, her J.D. cum laude in 1983 from the University of Wisconsin 
- Madison School of Law, where she was assistant managing editor of the Wisconsin Law Review, and 
her LL.M. in 1986 from Yale University Law School, where she was senior editor of the Yale Journal 
of International Law.

Karim A. Guirguis, PMP, CAE is chief operating officer of the American Bankruptcy Institute in 
Alexandria, Va., the nation’s largest association of bankruptcy professionals, comprised of 11,000 
members in multidisciplinary roles, including attorneys, bankers, judges, lenders, turnaround spe-
cialists and others. Mr. Guirguis provides vision and leadership in transforming and conducting the 
company’s internal and external IT plans. He joined the ABI staff in 2002 after several positions in 
website architecture and computer animation, most recently with Disney MGM Studios in Florida. 
Mr. Guirguis’s work has earned several awards from his peers, including an Oscar for his work on 
Finding Nemo, the prestigious Horizon Award for ABI’s video honoring its founders, as well as the 
Webby Award for his work with Tiffany Inc. and Polo.com. He is a regular presenter on cutting-edge 
technology issues for professional educators such as the American Society of Association Executives, 
for which he serves on its technology board. Mr. Guirguis received his B.S. in electrical engineering 
from Cambridge University in England, his Master’s in multimedia and animation from George Ma-
son University, and his M.B.A. from Harvard Business School.




