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Keep this document. It contains every prompt, tip, and setup instruction from the training session. Copy and adapt any prompt for your own use.

DEMO SCENARIO:

eClub of Cameron Corner is a Rotary eClub is srating a new project. The project champion is member Wayne Papadopoulos, a retired plumber from Cunnamulla who has visited Kolapi Village in PNG twice on vocational service trips.

The club is hosting their signature fundraising event: a gala dinner called "An Evening for Clean Water" on Saturday 15 August 2026 at the Bayview Hotel, Dubbo (chosen as a central meetup point for their geographically spread membership). Tickets are $120 per head, targeting 180 guests. The goal is to raise $18,000 on the night, which when combined with a Rotary Foundation Global Grant, will fully fund Phase 2 of the Kolapi Village Rainwater Harvesting Project in Morobe Province, PNG.

Phase 1 (completed 2024) delivered clean water access to 340 residents and reduced waterborne illness by 70%. Phase 2 will extend the system to the village school and health clinic, serving an additional 200 people.
The event will feature a guest speaker, Dr Amara Nkosi, a public health researcher from the University of Newcastle who conducted the Phase 1 health impact study. There will be a live auction, a short documentary screening filmed on Wayne's last trip, and a pledge wall where guests can dedicate funds to a named household connection.

 
1.  Getting Started
 
claude.ai: free account, no credit card needed.
 
Two ways to use Claude:
1. Regular chat: each conversation starts fresh, Claude remembers nothing between sessions
1. Projects: a persistent workspace where Claude remembers your instructions, uploaded files, and preferences forever
 
	Recommendation: always use Projects for Rotary work.
Set up one Project per role or committee. The 10 minutes of setup saves hours across the year.


 
2.  Projects and Memory
 
Projects give Claude persistent memory. Anything you write in Project Instructions is available to Claude in every conversation inside that Project, forever.
 
How to create a Project
1. Log into claude.ai
1. Click 'Projects' in the left sidebar
1. Click 'New project'
1. Give it a name (e.g. 'Rotary Club of… )
1. Click 'Project Instructions' and paste your context (see template below)
1. Optionally upload documents (brand guide, past newsletter, style guide)
 
Project Instructions template: paste and customise this
	Copy this into your Project Instructions and fill in the [brackets]:
Claude Project Instructions: Rotary Club of [Club Name]
Identity and Role
You are a specialist assistant for the Rotary Club of [Club Name], a member club of Rotary District 9660 (RY 2026-27). The club is based in [Town/City], NSW and meets [Day] at [Time] at [Venue]. The club has approximately [X] members.
The primary user of this project is [Your Name], [Your Role] (e.g. Club Public Image Chair / Secretary / President).

Key Contacts
· [Name] - Club President
· [Name] - Club Secretary
· [Name] - Club Public Image Chair (or "this role is vacant")
· [Name] - Club Treasurer
· District Public Image Chair: Keiran Rodgers (publicimage@rotary9660.org.au)

About Our Club
[Write 2-4 sentences describing your club. What are your signature projects? What communities do you serve? What programs do you run? What makes your club distinctive?]
Example: "We are a small club of 18 members focused on youth development and environmental projects. Our signature project is an annual tree planting day in partnership with [Local Council]. We meet on Tuesday evenings and have an active social program."

Branding
Always apply Rotary brand colours in all content and code. Never substitute or approximate these values.
· Royal Blue: #17458f
· Gold: #f7a81b
· Cranberry: #d41367
· Navy (secondary): #0d2a5e
Typography: Open Sans preferred where possible.
No em-dashes in copy, code, or documents. Use Australian English throughout.

What We Use This Project For
· Social media posts and captions (Facebook, Instagram)
· Club newsletter and bulletin content
· Media releases for local press
· Meeting agendas and minutes
· Event promotion and flyers (copy only)
· Grant application drafts
· Correspondence and emails

Tone and Voice
· Warm and community-focused for public-facing content (social media, media releases, newsletters)
· Formal and clear for board and district communications
· Always focus on the people we help, not on Rotarians
· Avoid Rotary jargon in public-facing content (no "Rotarian", "fellowship", "vocation" without explanation)
· "People of Action" campaign guidelines apply: show real impact, real people, real stories
· Photos and stories: light, tight, bright. Action shots over line-ups

Social Media
Our main platform is Facebook: [Facebook Page URL] We also use: [Instagram / LinkedIn / other, or delete if not applicable]
Posting frequency goal: [e.g. 2-3 times per week] Scheduling tool: [Buffer / Meta Business Suite / manual, or "not yet set up"]
When writing social posts:
· Lead with the community benefit, not the club name
· Keep captions concise: 2-3 sentences for Facebook, 1-2 for Instagram
· Include a call to action where relevant (e.g. "Find out more at [website]")
· Suggest relevant hashtags: #Rotary #PeopleOfAction #[TownName] #RotaryD9660

Newsletter / Bulletin
Our newsletter is called: [Name, or "our club bulletin"] Published: [frequency, e.g. weekly / fortnightly / monthly] Editor: [Name, or "managed by the secretary"] Platform: [e.g. Mailchimp / Kit / printed / emailed as PDF]

Website
Club website: [URL, or "we do not currently have a website"] Hosted on: [DACdb / WordPress / other]

Meetings
· Meeting format: [In-person / hybrid / online]
· Agenda template: [attached to this project, or "standard Rotary format"]
· Minutes template: [attached to this project, or "standard Rotary format"]

How to Respond
· Steps and lists wherever applicable
· Deliver content directly in chat unless a formatted document is the explicit output
· For technical tasks, give exact instructions with file paths and commands
· Keep responses concise: do not pad or repeat yourself
· Australian English, no em-dashes, no jargon

Important Reminders
· Never fabricate Rotary statistics, program details, or quotes: ask if unsure
· Never include personal member data (addresses, phone numbers, emails) in public-facing content
· Always review AI output before publishing: treat it as a first draft
· Photo consent: always confirm photos of identifiable people (especially minors) have been consented to before publishing
Tip: The more detail you add, the better every output will be. Add your DG's name, upcoming events, key contacts and anything Claude should know.


 
3.  Newsletters and Articles
 
	Notes to article
Turn these notes into a 250-word newsletter article.  Engaging headline, warm community tone, short paragraphs.  End with a call to action.  Notes: [paste your dot points here]


 
	Event recap article
Write a 200-word newsletter article recapping [Event Name] held on [Date].  Highlight community impact, thank volunteers and sponsors,  and include a quote from [Person/Role]. Warm, celebratory tone.


 
	Rewrite a draft
Rewrite this draft in a warmer, more engaging style.  Shorten sentences. Make the opening line compelling.  Keep it under 200 words.  [Paste existing draft]


 
4.  Emails
 
	Meeting reminder
Write a friendly email reminder about our club meeting on [Day Date] at [Time], [Venue].  Guest speaker: [Name] on [Topic].  Include one line about visitor parking.  Close with an RSVP request by [Date]. Warm, welcoming tone.


 
	Sponsor thank-you
Write a genuine thank-you email to [Sponsor Name] for their [$ amount or in-kind]  contribution to [Event/Project].  Describe what their support made possible in one specific sentence.  Invite them to attend a future meeting or event.  150-180 words. Professional but warm.


 
	Youth program recruitment email to schools
Write an email to secondary school coordinators promoting [RYPEN / RYLA / NYSF].  Program dates: [Dates]. Applications close: [Date].  Highlight: what students gain, age range, cost to students.  Include a clear call to action. 200 words. Inspiring, straightforward tone.


 
	Formal letter to council / community partner
Write a formal letter to [Organisation / Council] requesting [support for / partnership on]  [Project Name].  Include: brief description of the project, community benefit, what we are asking for,  and contact details. Professional, respectful tone. 250 words.


 
5.  Social Media Posts
 
	Facebook event announcement
Write a Facebook post announcing [Event Name] on [Date] at [Venue / Time].  Include what people can expect, who it is for, and how to register or attend.  Warm, community-focused tone. Under 120 words. Include 3 relevant hashtags.


 
	Service project highlight
Write an Instagram caption celebrating our [Project Name].  [Number] volunteers [what they did]. Proud, celebratory tone.  Highlight the community impact in one sentence.  Under 100 words. Include 4 hashtags including #RotaryInAction.


 
	Batch content (one prompt, a month of posts)
Write 5 Facebook posts for our upcoming events. Vary the format:  one question to followers, one event announcement, one behind-the-scenes,  one impact statistic, one member spotlight invitation.  Events: 1. [Event 1, date] 2. [Event 2, date] 3. [Program name, recruitment open] 4. [Meeting or social event] 5. [Milestone or recognition]


 
6.  Meetings: Agendas and Minutes
 
	Create a meeting agenda
Create a board meeting agenda for [Date, Time, Venue / Online].  Topics: [list your topics].  Allocate time to each item. Total meeting length: [60 / 90] minutes.  Include standard sections: apologies, confirmation of previous minutes,  treasurer's report, general business, date of next meeting.


 
	Minutes from rough notes
You are a Rotary Club Secretary. Convert these rough meeting notes into formal minutes.  Include: date, time, location, attendees (list below), apologies,  motions with proposer and seconder, action items with owner and due date.  Professional, concise format.  Attendees: [names] Notes: [paste your rough notes]


 
	Extract action items from minutes
Read these meeting minutes and extract all action items into a table.  Columns: Item, Owner, Due Date, Status (open).  [Paste minutes]


 
7.  Documents and Presentations
 
	PowerPoint slide structure
Create a slide-by-slide outline for a presentation on [Topic] for [Audience].  Length: approximately [10-15] slides.  For each slide: slide title, 3-4 bullet points of content, and speaker note.  Include a title slide, agenda, conclusion, and call to action.


 
	Project plan
Write a project plan for [Project Name].  Include: project objective, key stakeholders, timeline with milestones,  tasks and owners, budget summary, risks and mitigations.  Formatted with clear headings, suitable for sharing with the district board.


 
	Standard operating procedure
Write a standard operating procedure for [Process Name] in our Rotary club.  Include: purpose, scope, who is responsible, step-by-step instructions,  timelines, and record-keeping requirements.  Clear, numbered format.


 
	Role description
Write a role description for [Role Name] in Rotary Club of [Town].  Include: purpose of the role, key responsibilities, time commitment,  reporting line, skills or experience helpful, and who to contact for more information.


 
8.  Website Copy
 
	Rewrite 'About Us' in beneficiary-first framing
Rewrite this club description in a beneficiary-first style.  Focus on what the community gets, not what Rotary does.  Address the reader directly. Avoid internal Rotary jargon.  Under 150 words. Warm and welcoming.  [Paste existing About Us text]


 
	Youth program page
Write a webpage description for [RYPEN / RYLA / NYSF].  Cover: what it is, who it is for, what participants gain, dates, how to apply.  Audience: parents, teachers, and students aged [age range].  250 words. Inspiring, informative tone.


 
	Event listing
Write a website event listing for [Event Name] on [Date] at [Venue / Online].  Include: brief description, who should attend, cost, registration link or contact.  100 words. Clear, friendly tone.


 
9.  Research and Analysis
 
	Grant problem statement
Write a compelling problem statement for a grant application for [Project Name].  Community: [describe your community].  Issue being addressed: [describe the need].  Include one or two statistics if available.  150-200 words. Evidence-based, persuasive tone.


  
	Summarise a document
Read this document and summarise the key points relevant to [specific topic or purpose].  Organise your summary under clear headings.  Highlight any actions, deadlines, or decisions that affect our club.  [Paste document text]


 
	Analyse survey or meeting feedback
Read this feedback / survey data and identify the top themes.  For each theme: name it, describe it, and give 1-2 direct examples from the data.  End with 3 recommended actions based on the findings.  [Paste feedback]


 
10.  Using Claude Responsibly
 
	Non-negotiable rules:
1. Never enter personal member data (names, contact details, health information, financial data) into Claude
1. Youth protection decisions must always be made by a qualified, trained human
1. Always review output before publishing. Claude produces first drafts, not final copy.
1. Verify statistics, dates, and specific facts. Claude can state incorrect information confidently.
1. Sensitive communications (condolences, complaints, conflicts) should always come from a person


 
Claude is an assistant. The Rotarian using it is always responsible for the final output.
 


11.  Quick Tips for Better Results
 
1. Be specific: 'Write a 150-word Facebook post about our dinner' beats 'Write a post'
1. Give Claude context: tell it who you are, who the audience is, and what tone you want
1. Use the CRAFT framework: Context, Role, Action, Format, Tone

	Letter
	Stands for
	What to include in your prompt

	C
	Context
	What is the situation? e.g. "Our club held a fundraiser last Saturday that raised $3,000 for the local food bank."

	R
	Role
	Who should Claude be? e.g. "You are a community communications officer writing for a local audience."

	A
	Action
	What do you want Claude to do? e.g. "Write a Facebook post announcing the result and thanking our volunteers."

	F
	Format
	How should it be structured? e.g. "Under 100 words. Two short paragraphs. Include three hashtags at the end."

	T
	Tone
	What feeling should it have? e.g. "Warm and celebratory. Community-focused, not self-congratulatory."



1. If the first result isn't right, ask Claude to adjust it: 'Make this shorter' / 'More formal' / 'Add a call to action'
1. Upload a past newsletter or document into your Project and Claude will automatically match the style
1. Ask Claude to give you multiple options: 'Give me three different versions of this opening paragraph'
1. Save prompts that work well in a document and reuse them every time
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