
Smart Prompts, Safe Data: 
AI Best Practices for SMBs

Empowering SMBs to use AI securely and effectively.



Why This Matters to SMBs

Data Privacy
SMBs often handle sensitive client and business information. Misusing AI 
tools can lead to accidental data exposure, creating compliance risks and 
potential financial penalties.

Competitive 
Advantage

Safe and effective AI usage helps SMBs improve efficiency and customer 
engagement without compromising security, giving them a strong edge in the 
market.

Resource 
Constraints

Safe and effective AI usage helps SMBs improve efficiency and customer 
engagement without compromising security, giving them a strong edge in the 
market.



What Are AI Prompts?

Simple Prompt
A brief, basic set of instructions typically 
results in a generic response with limited 
customization provided.

Complex Prompt
A detailed instruction that includes context, 
tone, and other requirements to guide the AI 
in producing a tailored, high-quality output.

Simple Example:
“Write a social media post about our new 
product.””

Complex Example:
“Create a LinkedIn post announcing our 
new managed IT service for SMBs. Use a 
professional and approachable tone. 
Highlight three key benefits: cost savings, 
enhanced security, and 24/7 support. 
Include a compelling opening hook, a short 
paragraph explaining the service, and end 
with a clear call-to-action inviting readers 
to schedule a free consultation. Keep the 
post under 200 words.”

An AI prompt is the instruction or input you 
give to an AI tool to generate a response. It can 
be a question, a command, or a detailed 
request that guides the AI’s output.



Common 
Mistakes

Including Sensitive 
Information

Adding client names, financial details, 
passwords, or proprietary data directly into 
prompts.

Lack of Context Giving vague instructions that lead to 
generic or inaccurate outputs.

Overloading the Prompt Trying to include too many instructions in 
one prompt, making it confusing for the AI.

Ignoring Compliance
Using AI tools without checking how they 
store or process data, risking GDPR/CCPA 
violations.

No Internal Guidelines
Employees using AI without clear company 
policies, leading to inconsistent tone and 
security risks.



Data Security Risks

How AI Platforms Store 
and Process Your Input

Risks of Data Being Used 
for Model Training or 
Exposed in Breaches

Compliance Concerns: 
GDPR, CCPA, Industry 

Regulations

Most AI tools send your prompts 
to cloud servers for processing.

If your input includes sensitive 
business or client data, it could be 

incorporated into training 
datasets.

Sharing personal or financial 
data without consent can violate 

privacy laws.

Data may be cached, logged, or 
used for analytics—even if 

anonymized.

Breaches or leaks can expose 
proprietary information, damaging 

trust and compliance.

SMBs in regulated industries 
(finance, healthcare) face higher 

risks.

Some platforms retain data for 
model improvement unless you 

opt out.

Several major AI providers have 
faced scrutiny over data retention 

practices.

Non-compliance can lead to 
fines, lawsuits, and reputational 

harm.



Best 
Practices 
for Secure 
Prompting

What information should I 
avoid in prompts?

Never include sensitive data such as client 
names, financial details, passwords, or 
proprietary business information. Use 
placeholders instead.

How can I make prompts 
effective without risking 
security? 

Provide context like audience, tone, and 
purpose, but keep details generic. Example: 
“Write a LinkedIn post for SMBs about 
cybersecurity benefits.”

What is the safest way to 
share examples or data? 

Anonymize all data. Replace real names or 
figures with generic terms (e.g., “Client A” or 
“$X amount”).

Should I trust all AI tools 
with my data? 

No. Use platforms with clear data-handling 
policies and opt-out options for model 
training. Always review vendor compliance.

How do I enforce safe 
prompting across my 
team? 

Create internal guidelines, train employees 
regularly, and audit AI usage to ensure 
compliance and consistency.



Internal Policies

Create Clear AI Usage 
Guidelines for Employees

Define What Data Can and 
Cannot Be Shared

Regular Training and 
Audits

Define acceptable use of AI tools 
within your organization.

Prohibit sharing of sensitive 
information (client names, financial 
data, passwords, proprietary 
content).

Conduct periodic employee 
training on AI best practices.

Specify which platforms are 
approved and which are prohibited.

Encourage anonymization and 
placeholders in prompts.

Review AI usage logs to 
ensure compliance.

Include rules for tone, brand voice, 
and compliance.

Provide examples of safe vs. unsafe 
prompts.

Update policies as 
technology and regulations 
evolve.



Tools & 
Solutions

Enterprise-Grade AI 
Tools with Strong 
Security Features

Choose platforms that 
offer encryption, 
secure data storage, 
and compliance 
certifications (ISO, 
SOC 2).

Look for features like 
opt-out from model 
training and private 
instance options.

Vendor Transparency: 
Review Data Handling 
Agreements

Always read the 
vendor’s data usage 
and retention policies.

Confirm whether your 
data is used for training 
or shared with third 
parties.

Ensure compliance 
with GDPR, CCPA, and 
industry-specific 
regulations.

Consider On-Prem or 
Private AI Solutions for 
Sensitive Industries

For SMBs in finance, 
healthcare, or legal 
sectors, private AI 
deployments reduce 
exposure.

On-prem solutions 
allow full control over 
data security and 
compliance.

Hybrid models can 
balance cost and 
security.



Prompting 
Examples

6-Element Formula
You don't need to include all 6 elements into all prompts. Choose those that 
are relevant, depending on the situation.

1. Task

2. Role

3. Audience

4. Methodology

5. Example / Guide
6. Tone / Style

"Use the following document, and your expertise to craft an email to my 
extended family inviting them to our Family Reunion like the example 
provided."

"Make me the perfect best-man speech that is funny and impactful for my 
brother's wedding in a few hours. Make it appropriate for all ages, as kids 
and adults will be here."

"I've been trying to learn Spanish; can you review the following documents 
and tell me where I can improve. It's important for me that you do not use 
slang or local dialects."



Prompting Examples

TASK 
“What should the AI do?”

Define clearly the task you want the chatbot to perform. The task is what you want the 

chatbot to help you with.
 

Example:

“Generate a lesson plan for introducing the 2026 Employment Law Changes in California”

• Explain

• Analyze

• Summarize
• Create

• Rewrite
• Plan

• Compare

• Translate

ROLE 
“Who should the AI act as?”

Think of the role as the specialist you want to be sitting next to you and giving you guidance while 

performing this task.

 

Example:
“You are a legal expert and HR Representative for my business.

Generate a lesson plan for introducing the 2026 Employment Law Changes in California"

• Business strategist
• Marketing director

• Financial analyst

• Project manager

• Educator

• UX researcher

• Technical writer
• Expert



AUDIENCE
“Who is this for?”

Give as many details as possible about the audience. These can be the readers' age, 

language level, grade, skills, pain points of the subject they are taught.
 

Example:
“You are a legal expert and HR Representative for my business.
Generate a lesson plan for introducing the 2026 Employment Law Changes for SMBs in California"

• Executives

• Busy professionals

• Non-technical users

• New employees

• Customers

• Students

• Family

• Coworkers

METHODOLOGY 
“What framework should it 

follow?”

Add the specific methodology or learning approach for accomplishing the task you've set.
 

Example:

“You are a legal expert and HR Representative for my business. Generate a lesson plan for 
introducing the 2026 Employment Law Changes for SMBs in California. Utilize the AIDA Framework to 

develop learning objectives and key points to summarize the lesson plan."

• R.I.S.E
• C.O.D.E

• SCAMPER

• 5W+1H

• Few-Shot

• Chain of Thought

• Critique & Improve
• Constraint-Based

Prompting Examples



GUIDE 
“Make it look like this”

Define what will be included or not. Offer an example of what the ideal response should look like. 

Alternatively, give an example of what the Chatbot shouldn't include when generating a response.
 

Example:

“You are a legal expert and HR Representative for my business. Generate a lesson plan for 

introducing the 2026 Employment Law Changes for SMBs in California. Utilize the AIDA Framework 

to develop learning objectives and key points to summarize the lesson plan. Create our plan utilizing 

the outline and structure I've attached in the Word Document Below. Do not provide me with 

anything from 2025, only changes coming in 2026."

• Examples • Sample • Inspiration • Snippet

TONE / STYLE
“How should it sound?”

Indicate HOW the Chatbot will reply by setting the desired tone of voice and style.
 

Example:

“You are a legal expert and HR Representative for my business. Generate a professional lesson plan 

for introducing the 2026 Employment Law Changes for SMBs in California. Our readers will want a 

professional, research driven lesson plan. Utilize the AIDA Framework to develop learning objectives 
and key points to summarize the lesson plan."

• Professional
• Modern

• Direct

• Friendly

• Clear

• Decisive

• Supportive
• Descriptive

Prompting Examples



Q&A



Closing
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