
Bot
Appétit!

AN A.I. RECIPE BOOK BY 



Fresh Ingredients!
Artificial Intelligence!

The intelligence may be artificial, but our ingredients are 
as fresh as ever.  

In this cookbook, you will learn the basics about AI and some of its 
most popular tools. We’ve prepared for you an “amuse bouche” – a 
fancy appetizer to get you excited about everything that is to come. 
Once you know your way around the kitchen, we will show you six 
easy recipes to help you on your path to election excellence. You 
will be cooking with AI in no time!

PROMPTING: THE “HOW” OF AI

“Prompting” is how you talk to AI. There is no coding, no jargon, just 
clear instructions in plain language. If you can text, you can prompt. 
If you can write comments on a sticky note, you can prompt.

Think of it like ordering from a personal chef: the more specific 
you are, the better the result will be. Instead of saying, “Make a 
presentation,” try “Create a 5- to 10- slide deck for election staff 
explaining new ID rules, with bullet points and plain-language 
summaries.”

A good prompt is like a great recipe—clear, simple, and specific.

WHAT IS AI?

Think of AI as your computer’s brainy sidekick — it learns from data, 
makes smart guesses, and can whip up everything from emails to 
images. It’s not magic, but it can feel pretty close.

And chances are you’re already using it. That search engine? AI. 
Your face-unlocking phone? AI again. Even your GPS rescuing you 
from yet another missed turn? Yep—AI.

HOW TO USE THIS COOKBOOK

Each AI “recipe” in this guide is a quick and practical how-to for 
common election office tasks designed to be as easy to follow as 
your favorite cookbook.

Supplies

•	 Your AI tools (think Copilot, ChatGPT, or Midjourney—not 
spatulas and blenders).

Cooking Time

•	 A rough idea of how long it takes. Cooking times might be 
longer for first-time users. Think of it like a microwave. If 
you’ve never used one before and it still needs to be taken out 
of the box, it might take some time. But once you are up and 
running, most things take about a minute to reheat.

Ingredients

•	 Your raw ideas, notes, 
or draft content.

Directions

•	 The prompts you’ll use 
to “cook” with AI.

Serving Tips

•	 Expert advice to make 
your final product even 
better.

Pairs Well With

•	 Bonus ideas on how to use the output in your day-to-day 
elections work.

Standards

•	 Like nutrition labels, these help connect your work to 
professional best practices.

A QUICK CAUTION
AI is not perfect. It can be misused 
to spread misinformation or 
create fake content, and its rapid 
evolution leaves some people 
understandably uneasy.
When generating content, it is 
looking at volumes of existing text, 
finding patterns, and reassembling 
them for you. It often sounds right, 
but it could include mistakes. AI 
is really good at what it does. But 
just like a really smart intern, you 
should always verify its work.



YOUR AI TOOLS IN THE KITCHEN
MEET YOUR AI APPLIANCES

Who doesn’t love a shiny new kitchen gadget? AI powers all kinds of 
tools, many you might already be using without even realizing it.

Each one has its specialty: some are better for blending ideas, others 
for baking up full reports. As you explore, you’ll get a feel for which 
“appliance” works best for each task in your election office kitchen.

Like many apps, these tools often have a free and paid version. Take 
advantage of the free version, play around, and if you find yourself 
using it often, see what the paid version offers.

Tools like Copilot, Gemini, and ChatGPT are like high-powered 
kitchen appliances for your work life—ready to slice, dice, and serve 
up content, research, and insights. And now, they’re here to lend a 
hand with your election work, too.

      AI SAFETY: KITCHEN RULES
Protect the Family Recipe
AI tools like ChatGPT or Copilot may save what you share unless you 
adjust the privacy settings. Don’t upload anything confidential like 
voter data or sensitive reports. This goes for both uploading files and 
the text you include in your prompt. If it doesn’t belong in a public 
cookbook, don’t feed it to your AI.
Dish Out Your Sources!
In public service, transparency builds trust. Let people know when 
you’ve used AI to help create something. Be proud of your modern 
tools. Also, always ask AI for sources when doing research, so you can 
cite them properly. Nobody wants to be served mystery meat.
Taste Test Before Serving
AI can whip up content fast, but it’s not always right. Always review, 
verify, and edit before sharing. Think of it like checking for jalapeños 
before serving kids mac & cheese. Accuracy matters.

MICROSOFT COPILOT: YOUR BUILT-IN SOUS-CHEF

Copilot is an AI assistant, built right into Microsoft 
Word, Excel, Outlook, and more. It helps you draft 
reports, clean up data, write emails, and stay organized 
effortlessly.

CHATGPT: YOUR IDEA GENERATOR ON DEMAND

ChatGPT is like an interactive recipe book with a 
brain. Ask it anything. Need help drafting a message, 
brainstorming a plan, or organizing your thoughts? It’s 
quick, clever, and ready to assist.

GOOGLE GEMINI: YOUR BUILT-IN AI FOR GOOGLE WORKSPACE

Gemini is the AI helper inside Gmail, Docs, Sheets, 
and all things Google. It is ready to write, organize, and 
brainstorm right alongside you.

CANVA: DESIGN MADE DELICIOUSLY EASY

Canva is a DIY design studio. It is perfect for 
presentations, flyers, social media posts, and more.  
Just type, drag, drop, and you’re done.

JASPER: YOUR ON-DEMAND CONTENT CREATOR

Jasper is an AI copywriter, trained in marketing best 
practices to help you write sharp, on-brand content fast. 
From blog posts to social media captions, it serves up 
fresh, tailored ideas in seconds.

GRAMMARLY: YOUR TIRELESS WRITING ASSISTANT

Grammarly is like spellcheck with a Ph.D., checking 
spelling, grammar, tone, and clarity in real time. It helps 
you sound polished and professional, whether you’re 
writing an email or updating a poll worker manual.



PAIRS WELL WITH
Summarizing new elections 
legislation; pulling key 
points from studies or white 
papers; creating job aids 
from technical manuals or 
poll worker guides.

Soufflé Summary
INGREDIENTS

•	 Existing documentation and state 
materials pertaining to in-person 
voting options

•	 Long-format guides

DIRECTIONS

1.	Using Microsoft Copilot, upload documents, such as PDFs, URLs 
or text. 

2.	Ask your AI tool for the information you want summarized and the 
intended format (i.e., a summary for a voter guide or a summary 
for a slide deck).

Serving tips: You can use this tool to anonymize your documents. Copilot 
can be used with news articles, blog posts and transcripts (public 
meetings, hearings, etc.).

PREP TIME: 15 MIN · COOK TIME: 5 MIN



PAIRS WELL WITH
Reviewing election office 
operations with staff,  
such as emergency 
preparedness, security, 
voting operations, 
ballots and audits, 
communications,  
poll workers.

PowerPoint Poppers
INGREDIENTS

•	 The summary for a slide deck 
(from Soufflé Summary)

DIRECTIONS

1.	Copy and paste your presentation outline into ChatGPT. This can 
be as simple as headers and bullets.

2.	Prompt your ChatGPT to make a slide deck highlighting those 
summary points. 

3.	Download and review your slide deck and make any necessary edits.

Serving tips: If you need to make a slide presentation based on an existing 
report (even a PDF) try using your tool to first convert the report into 
headers and bullets. Then use that to generate your slides.

If you are building content from scratch, you can prompt your tool with a 
topic and theme and ask it to create a draft outline for your presentation. 
Consider your audience and specify tone and style upfront. Ask what type 
of graphics would be effective for this presentation.

PREP TIME: 20 MIN · COOK TIME: 10 MIN



Word Salad
INGREDIENTS

•	 The summary for a voter guide 
(from Soufflé Summary)

DIRECTIONS

1.	Using Gemini, Jasper or Grammarly, type or upload the draft 
content. This can be from a PDF, text, or a Word doc.

2.	Let AI know you want draft SOPs from the uploaded text or 
documents to be used in a user-friendly guide.

3.	Ask AI to proofread, expand, or even rewrite with a different tone. 
Request the tool use plain language.

4.	Review and edit to taste.

Serving tips: Use these tools to change voices and styles to suit your 
audience. Always taste test (proofread) for accuracy. Overcome writer’s 
block—type out your idea for a writing project and ask for a sample outline.

Gemini prompt

PAIRS WELL WITH
Quickly rewriting your 

technical paper in plain 
language for public 

presentations; converting 
your notes and musings into 
a well-organized document.

PREP TIME: 15 MIN · COOK TIME: 5 MIN



Pixel Pie
INGREDIENTS

•	 Sample graphics and images

•	 Original ideas or text (from Word Salad, PowerPoint 
Poppers or Soufflé Summary)

DIRECTIONS

1.	Using Canva, describe the image you want, being as detailed or 
generic as you prefer.

2.	When the image generates, type in requests for additional 
changes and regenerate.

3.	Download your image into your favorite editing application for 
fine tuning.

Serving tips: Download your image for higher resolution rather than 
copying and pasting. Be as specific as you need in your description. 
Review your image for artifacts that are out of place.

When asking your AI tool to create an image, you can ask it to use an 
existing image as a reference for style, colors, specific objects, etc.

PAIRS WELL WITH
Creating images and 

graphics for any and all 
your needs—social media, 

slide presentations, one-
pagers, adding your logo.

PREP TIME: 15 MIN · COOK TIME: 5 MIN



PAIRS WELL WITH
Reviewing contracts; 
revising policy documents; 
comparing different 
versions when revisions are 
made to ballot artwork.

Revision Ravioli
INGREDIENTS

•	 Draft Standard Operating Procedures 
(from Word Salad)

DIRECTIONS

1.	Using Copilot or Gemini, ask AI for a revision for  
a final draft. 

2.	Ask AI what font pairings and styles would be best used. Consider 
underlining, bolding and call-outs.

Serving tips: For important documents such as legislation, use the AI tool 
as a guide only. Always review the source documents in their entirety.

PREP TIME: 15 MIN · COOK TIME: 5 MIN



Mai Time Off
VACATION INGREDIENTS

•	 Must have list

•	 Would be nice to have list

•	 Do not want list

DIRECTIONS

Using Tripnotes or Roam Around, ask AI to generate an itinerary for 
your vacation using the criteria you want it to meet.

Where are you going? When are you going and for how long? Who 
is going with you? What sorts of activities do you like? Do you have 
a budget?

Serving tips: Don’t know where to go? Use these same tools to suggest 
a vacation destination. Double check critical details such as travel 
advisories, booking details 
and passport requirements. 
Plan a conference event  
to share out documents 
we’ve just made.

PAIRS WELL WITH
Hard working staff who 
accrued too much paid  

time off during the busy 
season and are ready  

for a well-deserved 
 vacation.

COOK TIME: < 5 MIN
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