EVALCOMMUNITY ACADEMY
TUTORIAL

10 Prompt Qualifiers That Make
ChatGPT More Useful for
Monitoring and Evaluation

Small instructions can make Al-generated M&E; outputs clearer, more focused,
more actionable, and easier to verify.

For: Evaluators, M&E; and MEAL practitioners, programme teams, researchers, and development
professionals

Focus: Concision, prioritisation, actionability, audience, evidence boundaries, and uncertainty




Introduction

ChatGPT can support monitoring and evaluation professionals with indicator design, report summaries,
qualitative analysis, evaluation questions, learning products, and stakeholder communication. The quality of the
response, however, depends heavily on how the request is framed.

Longer prompts are not automatically better. In many situations, the fastest improvement is to add a short
qualifier. A prompt qualifier is a brief instruction that controls the length, audience, structure, evidence boundaries,
degree of certainty, or expected next action.

Simple example

Summari se the main findings fromthis evaluation report.

Answer in no nore than 150 words.

The first sentence defines the task. The second controls the output.

Learning objectives

By the end of this tutorial, you should be able to:

Control the length and structure of Al outputs.

Reduce generic or overly broad responses.

Prioritise decision-relevant information.

Generate more actionable recommendations.

Adapt content for different M&E audiences.

Surface uncertainty, assumptions, and evidence gaps.

Combine qualifiers without making prompts unnecessarily complicated.

Why qualifiers matter in M&E; work

M&E; work may involve evaluation reports, interview transcripts, survey results, theories of change, indicator
tables, stakeholder feedback, programme documents, and workshop notes. When instructions are broad,
ChatGPT may produce an answer that is relevant but not operationally useful.

Too broad

Review this monitoring report.

ChatGPT does not know whether "review" means correcting grammar, identifying missing data, testing
conclusions, checking indicators, summarising findings, or developing recommendations.

More controlled

Review this monitoring report. Focus only on evidence gaps, unsupported conclusions, and inconsistent indicator
data.
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Quialifiers do not replace context, data, or professional judgement. They help control the response so the output is
more useful for the task at hand.

The 10 qualifiers

"Answer in 100 words or less"

"Be clear and concise"

"Tell me the three things | need to know"
"Recommend the best next step"

"Ask me three questions before answering"
"Assume | already understand the basics"
"Write for a smart but busy professional”
"Avoid generic advice"

"Give me one direct recommendation”

"If you are uncertain, say so explicitly"

QUALIFIER 1

"Answer in 100 words or less"

What it does

Places a clear limit on the response and forces ChatGPT to prioritise the most important information instead of
explaining every possible detail.

When to use it

Use it for executive summaries, dashboard narratives, management updates, donor briefings, email summaries,
evaluation highlights, and presentation text.

M&E prompt example

Summari se the main inplenentation challenge described in these field-nonitoring notes.

Answer in 100 words or less and include only information supported by the notes.

Use with care

Do not use an extremely short word limit when the task requires nuance, detailed evidence, or methodological
explanation.

QUALIFIER 2

"Be clear and concise"

What it does

Asks ChatGPT to simplify the response without imposing a strict word limit. It is useful when you want a shorter
answer but do not know exactly how many words are required.

EvalCommunity Academy | Practical Al for Monitoring and Evaluation



When to use it

Use it for emails, guidance notes, indicator explanations, survey instructions, meeting summaries, and short
methodological explanations.

M&E prompt example

Expl ain the difference between an output, an outcone, and an inpact.

Be clear and concise. Use one devel opnent-sector exanpl e throughout.

Stronger version

Be clear and concise. Avoid long introductions, repeated points, and unnecessary definitions.

QUALIFIER 3

"Tell me the three things | need to know"

What it does

Forces prioritisation. Instead of producing a long list, ChatGPT selects the issues that appear most important.

When to use it

Use it when reviewing evaluation findings, performance updates, programme risks, data-quality problems,
stakeholder concerns, implementation delays, or methodological limitations.
M&E prompt example

Review this quarterly indicator table.

Tell ne the three things the programe manager needs to know before the review nmeeting.
Prioritise issues that could affect targets, reporting credibility, or inplenmentation
deci si ons.

Define importance

ChatGPT may not know which issue is most politically sensitive, operationally urgent, or relevant to a donor. Define
the criteria it should use to rank the issues.

QUALIFIER 4

"Recommend the best next step”

What it does

Shifts the response from description to action. ChatGPT may explain a problem well but remain vague about what
should happen next.

When to use it

Use it when an indicator is off track, data are incomplete, partners submit inconsistent figures, evaluation findings
are disputed, response rates are low, or implementation is delayed.
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M&E prompt example

The current indicator value is 42% conpared with a target of 65% Two partner reports are
still mssing, and the reporting period ends in five days.

Recommend the best next step the M&E of ficer should take. Explain the reason in two
sent ences.

Add arealistic constraint

Recommend the best next step that can be completed within five working days. Do not propose a complete redesign
of the monitoring system.

QUALIFIER 5

"Ask me three questions before answering"

What it does

Encourages ChatGPT to clarify missing information before producing a final response, reducing the risk of hidden
assumptions.

When to use it

Use it when the task depends on the intended audience, programme context, evaluation purpose, available data,
donor requirements, reporting format, or the decision to be supported.

M&E prompt example

Hel p me devel op an evaluation matrix for a |ivelihoods programe.

Ask ne three essential questions before creating the matrix.

Use with care

Do not use this qualifier for every prompt. When the task is simple and the relevant information is already available,
extra questions can slow the work down.

QUALIFIER 6

"Assume | already understand the basics"

What it does

Tells ChatGPT not to spend time explaining introductory concepts, allowing the response to focus on advanced
analysis and practical choices.

When to use it

Use it for methodology selection, indicator design, contribution analysis, qualitative coding, statistical
interpretation, evaluation governance, mixed-methods integration, or evidence synthesis.
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M&E prompt example

Expl ain how to assess contribution in a conplex policy progranme.

Assune | already understand theories of change and basi c eval uation term nol ogy. Focus on
practical design choices and evi dence requirenents.

For beginners, reverse it

Assume | have no previous experience. Explain each step in plain language and define technical terms when they
first appear.

QUALIFIER 7

"Write for a smart but busy professional”

What it does

Adjusts tone, depth, and structure for readers who understand complex ideas but have limited time.

When to use it

Use it for programme directors, senior managers, donors, government officials, evaluation commissioners, board
members, technical advisers, and partner organisations.
M&E prompt example

Wite a briefing note explaining why the current outcone indicator cannot denobnstrate
programme i npact .

Wite for a smart but busy progranme director. Use plain | anguage, short paragraphs, and
one practical recommendation.

Focus the answer

A busy decision-maker usually needs to understand the issue, why it matters, what decision is required, and what
should happen next.

QUALIFIER 8

"Avoid generic advice"

What it does

Discourages vague recommendations such as "improve communication,
stakeholders," or "collect more data."

strengthen capacity," "engage

When to use it

Use it for evaluation recommendations, programme-improvement actions, risk responses, data-quality solutions,
stakeholder-engagement plans, and learning actions.
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M&E prompt example

Propose recommendati ons based on these eval uation findings.

Avoi d generic advice. Each recommendation nust identify the action, responsible actor,
expected result, and suggested tinefrane.

Make recommendations actionable

Instead of "strengthen partner capacity," specify who should do what, by when, and how the next submission will be
checked.

QUALIFIER 9

"Give me one direct recommendation”

What it does

Asks ChatGPT to take a position instead of presenting a long list of alternatives.

When to use it

Use it when choosing an indicator, chart, data-collection method, reporting approach, whether a conclusion is
sufficiently supported, or whether more evidence is needed.
M&E prompt example

We have resources for either 20 key-informant interviews or four focus-group discussions.
The eval uati on question concerns how national and local institutions experienced
i mpl ement ati on.

G ve nme one direct recommendation, not a |list of options. State the main trade-off.

For higher-risk decisions

Add: State your assumptions and identify one condition that would change your recommendation.

QUALIFIER 10

"If you are uncertain, say so explicitly"

What it does

Asks ChatGPT to distinguish between supported information, interpretation, assumptions, missing evidence, and
uncertainty.

When to use it

Use it for evaluation findings, statistical interpretation, causal claims, policy questions, programme-performance
conclusions, and analysis based on incomplete documents.
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M&E prompt example

Revi ew these interview sunmaries and identify the main factors affecting service uptake.

If the evidence is insufficient or contradictory, say so explicitly. Do not present
assunptions as findings.

Stronger version

For each conclusion, label it as strongly supported, partially supported, or uncertain. Explain which evidence is
missing.

Add sources and traceability

When working with external information, ask ChatGPT to provide sources. When analysing documents you
provide, ask it to connect every conclusion to a page, section, paragraph, table, or quotation.
Traceability prompt

Identify the five main findings. For each finding, cite the page, section, table, or
paragraph fromwhich it was derived. If no supporting evidence is avail able, do not include
the finding.

Verification is still required

Al-generated references should not automatically be trusted. Confirm that the source exists, is current, and actually
supports the claim.

How to combine qualifiers

Several qualifiers can be combined when they serve different purposes. Avoid adding many overlapping
instructions that compete with one another.
Executive summary

Summari se the main findings fromthis evaluation report.

Wite for a smart but busy programme director.
Answer in no nore than 200 words.

Tell ne the three things they need to know.

If the evidence is uncertain, say so explicitly.

Evaluation recommendation

Revi ew t he finding bel ow and propose one recomrendati on.
Avoi d generic advice.

Identify the responsible actor and tinmefrane.
G ve one direct recommendati on, not several options.
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Indicator analysis

Anal yse this indicator-performance table.

Assume | al ready understand basic ME term nol ogy.

Identify the three nost inportant perfornmance or data-quality issues.
Recommend t he best next step for each issue.

Do not meke assunptions about nissing data.

Beginner learning support

Expl ai n how to devel op an indicator reference sheet.

Assume | have no prior ME experience.

Use plain | anguage and one practical exanple.
Explain one step at a tine.

Finish with a short checklist.

Reusable qualifier menu for M&E;
professionals

Control length

Answer in no more than 100 words.

Use no more than five bullet points.

Give me a one-paragraph summary.

Keep each recommendation to two sentences.
Control priority

Tell me the three most important findings.

Rank the issues from highest to lowest risk.

Focus only on issues requiring management action.
Exclude minor editorial observations.

Improve actionability

Recommend the best next step.

Identify the responsible actor and timeframe.
Convert each finding into a practical action.

Explain what should happen before the next reporting cycle.
Control the audience

Write for a programme manager.

Write for a donor with limited technical knowledge.
Write for an experienced evaluator.

Explain this to a new M&E officer.
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Reduce generic responses

Avoid generic advice.
Use only the evidence provided.
Do not repeat the background information.

Do not propose actions that exceed the available resources.

Improve transparency
State your assumptions.

Identify missing information.
Separate findings from interpretations.

Do not invent data, quotations, sources, or stakeholder views.
Common mistakes to avoid

1. Using a qualifier without enough context

"Recommend the best next step" is still too vague when the situation, objective, constraints, and evidence are
missing.

Improved instruction

Three partner organisations submitted indicator values using different reporting periods.
The donor report is due in seven days. Reconmmend the best next step the M&E nanager shoul d
take before consolidating the results.

2. Asking for concision when the task requires detail

A 50-word limit may remove essential nuance from an evaluation conclusion. Match the length constraint to the
purpose of the output.

3. Requesting certainty when the evidence is weak

Do not ask for a definitive conclusion when the data do not support one.

Improved instruction

Provi de the nobst defensible conclusion based on the avail able evidence. State the
limtations and your |evel of confidence.

4. Asking for a direct recommendation without defining criteria

Explain whether "best" means lowest cost, fastest implementation, strongest methodological rigour, lowest ethical
risk, greatest feasibility, or greatest decision relevance.
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5. Treating a well-written answer as a verified answer

Clear language does not prove that the analysis is correct. Review important outputs against the original data,
indicator definitions, programme documents, methods, and stakeholder context.

Practice exercise

Imagine you are preparing a quarterly programme review. The programme has achieved 58% of its annual target.
Two implementing partners have not submitted their latest data. Several beneficiary records contain duplicate
identification numbers. The programme manager wants a short update before a meeting tomorrow.

Weak prompt

Analyse this information.

Improved prompt

Anal yse the programme- perfornance information bel ow

Wite for a smart but busy progranme nanager.

Tell ne the three things they need to know before tonorrow s neeting.
Answer in no nore than 150 words.

Recommend the best inmmedi ate next step.

Separate confirned facts from possi bl e expl anati ons.

If the evidence is insufficient, say so explicitly.

The improved prompt controls the audience, number of points, length, expected action, distinction between
evidence and interpretation, and treatment of uncertainty.

A practical prompt formula

A useful M&E; prompt can be built with five components:

Context
Describe the programme, document, task, or situation.

Task
State exactly what ChatGPT should do.

Evidence boundaries
Define the information the model may use.

Qualifiers
Control audience, length, priority, actionability, and uncertainty.

Output format
Define how the final response should be presented.
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Complete example

You are supporting a mdterm eval uati on of a youth-enpl oynent programe. Review the
interview sunmaries provided bel ow and identify factors affecting participation.

Use only the supplied evidence.

Tell ne the three nost inportant factors.

For each factor, provide supporting evidence, an alternative explanation, and your |evel of
confi dence.

Wite for an experienced eval uator and avoi d generic recomendati ons.

Present the answer in a structured |ist.

Final prompt checklist

Have | clearly described the task?

Have | provided enough context?

Have | defined the intended audience?

Have | specified the desired length?

Have | explained what should be prioritised?

Have | defined the evidence ChatGPT may use?

Have | asked it to identify uncertainty?

Have | requested an actionable next step where appropriate?
Have | defined the output format?

Will a human review the final output?

Conclusion

Better Al outputs do not always require longer prompts. A short, well-chosen qualifier can improve focus, clarity,
usefulness, and transparency.

For M&E; professionals, the most useful qualifiers are those that help ChatGPT prioritise decision-relevant
information, stay within the evidence, avoid generic recommendations, identify practical next steps, adapt to the
audience, and communicate uncertainty honestly.

Qualifiers provide control, but they do not replace professional judgement. Al-generated findings, interpretations,
recommendations, and citations should always be checked against the original evidence and programme context.

Continue learning with EvalCommunity Academy

Explore practical training on the responsible and effective use of artificial intelligence in monitoring,
evaluation, accountability, and learning.

Alin Monitoring and Evaluation Certificate
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