




BONUS
Knowledge-File Starter Templates

Your AI assistants get dramatically better when you feed them documents about your association. Don’t have them yet? Fill in these one-page templates and upload them — they give any GPT or agent the context it needs to sound like you.
How to use these. Complete the ones that fit the assistant you’re building (the Marketing Agent wants your Brand Voice sheet; the Membership Agent wants your Persona and Engagement sheets). Save each as its own file and upload it under Knowledge / Project files. Keep member data anonymized.
  TEMPLATE 1 — Brand Voice One-Pager  
Upload to: Marketing, Publications, Member Service, and any assistant that writes.
We sound like…  — three adjectives, e.g., warm, plain-spoken, credible
__________________________________________________________________
We never sound…  — e.g., corporate, hypey, academic
__________________________________________________________________
Words & phrases we use  — signature terms, how we refer to members
__________________________________________________________________
__________________________________________________________________
Words & phrases we avoid  — jargon, banned terms
__________________________________________________________________
__________________________________________________________________
Two sentences that sound like us  — paste real examples
__________________________________________________________________
__________________________________________________________________


  TEMPLATE 2 — Member Persona  
Upload to: Membership, Marketing, Events, Education — anything member-facing.
Persona name & role  — e.g., “Mid-career Maria,” licensed practitioner
__________________________________________________________________
What they’re trying to achieve  — their professional goals
__________________________________________________________________
Why they joined / what they pay us for  — the core value
__________________________________________________________________
What frustrates them  — friction, unmet needs
__________________________________________________________________
Where we tend to lose them  — the drop-off moment
__________________________________________________________________
  TEMPLATE 3 — Strategic Plan on a Page  
Upload to: Leadership, Governance, and any planning or prioritization work.
Mission, in one sentence
__________________________________________________________________
Who we serve
__________________________________________________________________
Our 3–5 priorities this year  — one per line
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
What success looks like  — measurable outcomes
__________________________________________________________________
Our biggest constraints  — budget, staff, time
__________________________________________________________________


  TEMPLATE 4 — Member Engagement Snapshot  
Upload to: Membership, Data & Analytics, Marketing. Keep it anonymized and aggregated.
Total members & key segments  — counts by type, no names
__________________________________________________________________
Renewal rate (overall / first-year)
__________________________________________________________________
Signals we can see  — logins, event attendance, email opens
__________________________________________________________________
Where engagement is strongest / weakest
__________________________________________________________________
The one number we watch
__________________________________________________________________
  TEMPLATE 5 — Writing Sample Sheet  
Upload to: any assistant that writes in your voice. Paste 2–3 short pieces you’re proud of.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
Privacy reminder. Strip member names, emails, and IDs before uploading. Use a business-tier AI tool for anything sensitive. See the Security and Responsible Use Notice
 in this toolkit.



Security and Responsible Use Notice
Only upload organizational documents, strategic plans, policies, member data, financial information, or other internal materials into an AI tool when you are using an approved paid business account, such as ChatGPT Business, Enterprise, Edu, or another organization-approved AI environment. Do not upload confidential, sensitive, proprietary, personally identifiable, or regulated information into a free or personal account.

Before uploading any organizational content, confirm that the account’s data controls are configured so that prompts, uploaded files, conversations, and outputs are not used to train or improve the underlying AI model. OpenAI states that business plans such as ChatGPT Business, Enterprise, and Edu do not use customer inputs or outputs for model training by default, unless the organization explicitly opts in. For individual consumer accounts, users should verify that the “Improve the model for everyone” setting is turned off before using organizational content.
When in doubt, do not upload the document. Use a sanitized excerpt, remove sensitive details, or consult your organization’s AI, data privacy, legal, or information security policy before proceeding.
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