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Practical AI for the 
Modern Fund Office
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 CISA Principles for the Secure Integration of AI

 Anthropic Consumer Terms of Service

What is an AI Prompt? - GeeksforGeeks

 Prompt Engineering Best Practices: Tips, Tricks, and Tools | 
DigitalOcean

Resources
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Introduction

 In this one-hour informative session, we will explore how you 
can leverage AI safely and responsibly while establishing guardrails 
to maintain the safety of sensitive data

 The session will cover three main topics:

1. Exploring AI

2. Responsible Use

3. Practical Application
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Exploring AI
AIAIAI
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AI in Pop Culture
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What is AI?
 A machine-based system that can, for a given set of human-defined 

objectives, make:

PredictionsPredictions RecommendationsRecommendations DecisionsDecisions
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What AI Isn’t

 A source of truth
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What AI Isn’t

 A replacement for 

 Research

 Policy, legal, or 
actuarial judgment

Reliance on Outputs and Actions. Artificial intelligence 
and large language models are frontier technologies that 
are still improving in accuracy, reliability and safety. When 
you use our Services, you acknowledge and agree: 

 Outputs may not always be accurate and may contain material 
inaccuracies even if they appear accurate because of their level 
of detail or specificity. 

 Actions may not be error free or operate as you intended. 

 You should not rely on any Outputs or Actions without 
independently confirming their accuracy. 

 The Services and any Outputs may not reflect correct, current, 
or complete information. 

- According to Anthropic
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How Generative AI Works

“Generate a LinkedIn post 
caption for a product launch”

“Generate a LinkedIn post 
caption for a product launch”

“Excited to announce the 
launch of [Product Name]! …”

“Excited to announce the 
launch of [Product Name]! …”

AI toolAI tool

Final 
Response

Final 
ResponsePromptPrompt
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Why Do We Use It?

Problem Solution
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AI in the Day-to-Day

Credit card 
companies

Google 
Maps

Filtering 
emails

Streaming 
platforms

SEO
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Responsible 
AI Use
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AI Policy
Designed to set clear expectations for how AI is used responsibly, 

safely, and consistently across the organization.

Do we need an AI 
policy?

Do we 
support the 
use of AI?

Yes You need an 
AI policy

No
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What Should Your Policy Do? 

Define acceptable and unacceptable uses of AI & toolsDefine acceptable and unacceptable uses of AI & tools

Protect sensitive data and systemsProtect sensitive data and systems

Reduce risk from unintentional use and Shadow ITReduce risk from unintentional use and Shadow IT

Clarifies who is accountable for AI decisions and outcomesClarifies who is accountable for AI decisions and outcomes

Enable responsible, consistent useEnable responsible, consistent use
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How to Choose the Right Tool

What problems are you trying to solve?What problems are you trying to solve?Identify NeedsIdentify Needs

How is my data used?How is my data used?Assess RisksAssess Risks

How compliant is the tool?How compliant is the tool?SecuritySecurity
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Practical 
Application
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What is an AI Prompt?

A question, command, or statement given to the prompt-based system 
to guide it in generating a specific response

Directs Output

Improves Accuracy

Enhances User Experience
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Tailor Your Prompt Strategy

What is the 
background 
information?

Context Format

How will it be 
presented?

Examples

Can you provide 
real-word scenarios?

Check

Can you verify 
your sources?

Tone

Who's the 
audience?
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Use Cases for Your Fund Office

Operations

Documents

Communications

Problem Solving

 Transcribe meetings to create impactful summaries for stakeholders
 Create action items based on notes and email threads
 Maintain living documentation by updating artifacts as processes evolve

 Assist in drafting SOPs to streamline workflows
 Turn dense policies into a redlined summaries
 Compare multiple document versions to highlight meaningful changes

 Draft emails including outreach and follow-ups
 Rewrite emails and messages to reflect tone, length, clarity
 Generate talking points or FAQs in advance of announcements

 Find an efficient solution for a problem
 Compile research to back a claim
 Generate frameworks or decision trees for complex choices
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Final Recap

AIAIAI

Exploring 
AI

Responsible 
Use

Practical 
Application
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Thank You
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