COPILOT CHAT - PROMPT TIPS

Word Olympics Activity 
Practical prompts for getting Copilot Chat to do the work you need on the bid document. Copy, paste, adapt.

How to use this pack
1. Find the task you’re trying to do (drafting, trimming, fact-checking, etc.).
1. Copy the prompt text shown in the grey monospace block.
1. Paste it into Copilot Chat. Replace the [bracketed] placeholders with your content.
1. Read what Copilot returns. Check it against your knowledge and the source material. Don’t paste it into the document until you’ve verified.
On the free tier: NTG staff have access to Copilot Chat (free tier) only. The Chat sees only what you paste into it. It cannot read your documents, your emails, or the SharePoint site directly. Everything Copilot knows about your bid document came from your last paste.
1. Drafting from notes
When you have raw notes from Janelle and you need to turn them into formal IOC bid-document prose.
1.1  Draft a section to a specific word count
Draft a [350]-word [Vision section / venue description / risk register
introduction] for an Olympic Games bid based on these notes:
 
[Paste Janelle's notes verbatim - keep her line breaks]
 
Use formal IOC bid-document tone. Australian English (organisation,
programme, colour). Do not exceed [350] words. Do not invent figures
or claims that are not in the notes. If a claim in the notes seems
questionable, flag it with [VERIFY] rather than reproducing it as fact.
1.2  Draft from bullet points
I have these bullet points for [Section 5 - Athletes' Village]:
 
  - 11,000 capacity
  - 250 buildings
  - Refrigerated - 21°C ± 1°C
  - Catering: Top End Hospitality Group
  - Medical: Royal Darwin Hospital
  - Legacy: 4,500 social housing, 2,000 student, 4,500 mid-market
 
Turn this into [350-word] IOC bid-document prose. Use Heading 2 for
main sub-sections and Heading 3 for service-level detail.
1.3  Draft a chapter introduction
I'm writing the introduction to [Section 4 - Venues] of an Olympic
bid document. The section will cover six venue precincts. The
introduction should be ~100 words and frame the section without
going into venue-specific detail. Use IOC bid-document tone. Mention
the climate-control argument once. Do not list the venues.


2. Trimming and expanding to word limits
2.1  Trim to a specific word count
Trim this paragraph to exactly [200] words. Keep [the Federal funding
argument] and [the Asia-Pacific framing]. Cut anything else. Do not
rephrase the kept content unless absolutely necessary.
 
[Paste your paragraph]
2.2  Expand to a specific word count
Expand this paragraph from [120] words to [200] words. Keep the same
tone. Add detail on [the legacy use plan]. Do not invent figures or
claims not already supported in the source material.
 
[Paste your paragraph]
2.3  Combine three paragraphs into one
These three paragraphs cover [the Athletes' Village]. Combine them
into one [350]-word paragraph. Remove the repetition. Keep the most
important detail from each. Use formal IOC bid-document tone.
 
[Paste paragraphs separated by blank lines]
3. Tone and style
3.1  Rewrite in formal IOC tone
Rewrite this paragraph in formal IOC bid-document tone. Reduce
informality. Replace any colloquialisms. Keep the same meaning.
Australian English.
 
[Paste your paragraph]
3.2  Rewrite without overpromising
Rewrite this paragraph to remove any unintended overpromising or
exaggeration. Flag specific claims that may be hard to substantiate.
Replace strong absolute language ('unprecedented', 'world-leading',
'exceeds all') with measured factual language where possible.
 
[Paste your paragraph]
3.3  Make it more persuasive without overpromising
Make this paragraph more persuasive without exaggerating. Keep all
claims factually defensible. Improve the structure if it helps.
Australian English. IOC bid-document tone.
 
[Paste your paragraph]


4. FACT-CHECKING JANELLE’S CLAIMS  -  CORE LESSON

Janelle wrote her draft at 3:47am with no source material. Some of her claims are correct. Some are dramatically wrong. Your job is to verify before you build on them. Copilot Chat is a competent fact-checker - but only if you ask it the right way.
4.1  The right way to ask
Neutral, specific, claim-isolated, source-requested. The prompt below works for almost any factual claim.
Fact-check this specific claim:
 
  "[Paste the claim verbatim - include the number, the unit, the
  context.]"
 
Use authoritative sources. Tell me:
  1. Whether the claim is correct.
  2. The actual figure if it is wrong.
  3. The source you used to verify.
 
If you cannot find a definitive answer, say so explicitly rather
than guessing.
4.2  The wrong way to ask (don’t do this)
Copilot will validate confident-sounding leading questions. The prompt below will often produce a confident wrong answer.
Confirm that Darwin's population is 1.2 million. Provide supporting
evidence.
Why this fails: Asking Copilot to confirm a claim is asking it to find evidence in support. It will sometimes produce sources that don’t exist. Always frame as “fact-check this claim” or “is this claim correct”, not “confirm this claim”.
4.3  Worked examples - try these on Janelle’s draft
Population claim
Fact-check this specific claim:
 
  "Darwin, Australia's third-largest tropical city, with a
   metropolitan population of 1.2 million."
 
Use authoritative sources. Tell me whether the claim is correct,
the actual figure if it is wrong, and the source you used.
TIO Stadium capacity
Fact-check this specific claim:
 
  "TIO Stadium has a maximum configuration capacity of 87,500 seats."
 
Use authoritative sources (TIO Stadium official, Wikipedia, AFL records).
Tell me the verified capacity across configurations.
Litchfield elevation
Fact-check this specific claim:
 
  "Litchfield National Park is situated at an elevation of 2,400 metres."
 
Use authoritative sources (Geoscience Australia, NT Parks and Wildlife,
Wikipedia). Tell me the verified maximum elevation of Litchfield
National Park.
Darwin Airport throughput
Fact-check this specific claim:
 
  "Darwin International Airport handles 50 million passengers annually
   and is ranked among the world's top 50 airports by passenger
   throughput."
 
Use authoritative sources (Darwin Airport published reports, BITRE
aviation statistics). Tell me the verified annual passenger throughput
and the airport's actual ranking.
Larrakia Metro
Fact-check this specific claim:
 
  "Darwin has an underground rail network called the Larrakia Metro
   connecting all major venues."
 
Use authoritative sources. If no such network exists, say so.


4.4  Comparing claims to authoritative sources
I have several factual claims about Darwin in a document. For each
claim, tell me whether it is correct, what the actual figure or fact
is, and the source. Use authoritative sources only - government
data, academic, or established reference works. Flag any claim you
cannot definitively verify.
 
Claims:
 
  1. [Paste claim 1]
  2. [Paste claim 2]
  3. [Paste claim 3]
 
Reply in this format:
 
  Claim 1: [Correct / Incorrect / Unable to verify]
  Actual figure: [if applicable]
  Source: [reference]
 
  Claim 2: ...
4.5  Distinguishing claims that require attribution
I am writing an Olympic bid document. I have a paragraph that includes
several specific factual claims (population figures, capacity figures,
elevation figures). Identify each specific claim and tell me whether
the IOC would expect attribution (a footnote citation) for that claim
in a formal bid document. Reply in a table.
 
[Paste paragraph]
5. Generating tables
5.1  Convert prose to a table
Convert this prose into a table with columns: [Risk / Likelihood /
Consequence / Mitigation / Residual rating]. Use the AS/NZS ISO 31000
framework - Likelihood and Consequence rated Low / Moderate / High /
Extreme. Output as a table I can paste into Word.
 
[Paste prose describing risks]
5.2  Generate a runsheet
Generate an Opening Ceremony runsheet for an Olympic Games. Total
duration: [120] minutes. [12] segments.
 
Theme: "Tropical Convergence".
Three creative segments: "The Land" (Indigenous storytelling), "The
Water" (maritime / Asia-Pacific), "The Sky" (climate engineering).
Required elements: athlete parade, Olympic flame lighting, Welcome
to Country.
 
Output as a table with columns:
  Time, Duration, Segment, Lead personnel, Technical notes.
5.3  Convert a table back to prose
Convert this table back into [200]-word IOC bid-document prose.
Keep all the figures. Drop the column headers. Use formal tone.
 
[Paste table - Tab-separated or markdown is fine]
6. Critique and review
6.1  Critique for unsubstantiated claims
Critique this paragraph as if you were an IOC Evaluation Commission
reviewer. Flag every specific factual claim that would require
evidence. Flag any claim that sounds suspicious or implausible.
Flag any vague language that should be replaced with a specific
figure. Reply with a numbered list of issues.
 
[Paste paragraph]
6.2  Critique for tone
Critique the tone of this paragraph for an IOC bid document.
Flag overpromising. Flag colloquialisms. Flag any phrasing that
would not survive professional scrutiny. Reply with a numbered list
of issues.
 
[Paste paragraph]
6.3  Detect cultural-sensitivity issues
Review this paragraph for cultural-sensitivity issues, particularly
around references to Indigenous Australian peoples, Welcome to
Country protocols, and Aboriginal heritage. Flag anything that
should be reviewed by a Larrakia cultural advisor before submission.
 
[Paste paragraph]
7. Australian English
7.1  Convert American to Australian
Convert this text from American English to Australian English.
Replace organization with organisation, color with colour, defense
with defence, recognize with recognise, program with programme,
etc. Keep all other content unchanged.
 
[Paste text]
7.2  Check for inconsistent spelling
Scan this text for inconsistent spelling. Flag any word spelled
in both American and Australian variants in the same document.
List the inconsistencies.
 
[Paste text]


8. Per-team specialised prompts
Team 1 (Vision + Federal)
Draft a 350-word Vision statement for an Olympic Games bid for Darwin
2034. Use IOC bid-document tone. Reference: tropical climate-controlled
venues; Asia-Pacific gateway; Sydney 2000 and Brisbane 2032 as Australian
hosting precedents; Federal-Territory partnership. Australian English.
Include one pull quote. Do not exceed 350 words.
Team 2 (Venues)
I am writing the Venues section of an Olympic bid. I have six venue
precincts. For each, I need a 180-word description in IOC bid-document
tone covering: capacity, location, climate-control specification,
estimated cost, and post-Games legacy use. The venues are:
 
  4.1 TIO Stadium (athletics, opening/closing) - [paste your notes]
  4.2 Aquatic Centre, East Arm (swimming, diving) - [paste your notes]
  4.3 Marrara Indoor Arena (basketball, volleyball) - [paste your notes]
  4.4 Lee Point Outdoor (hockey, archery) - [paste your notes]
  4.5 Litchfield (marathon, race walk) - [paste your notes]
  4.6 Fannie Bay (sailing, rowing) - [paste your notes]
 
Output six descriptions, each labelled with its sub-section heading.
Team 3 (Athletes’ Village + Transport)
Generate Table 5.1 - Athletes' Village Capacity. Columns: Block,
Buildings, Beds, Climate-control specification. The Village has 11,000
beds across 250 buildings, organised into [4] residential blocks.
Climate control is 21°C ± 1°C across all dwellings. Add a Total row.
Output as a Word-compatible table.
Team 4 (Cultural Programme + Opening Ceremony)
Generate an Opening Ceremony runsheet for the Darwin 2034 Summer
Olympic Games. Total duration: 120 minutes. 12 segments. Theme:
"Tropical Convergence".
 
Required segments (in order):
 
  1. Welcome to Country (Larrakia people)
  2. Australian national anthem
  3. "The Land" - Indigenous storytelling segment
  4. "The Water" - maritime / Asia-Pacific connection
  5. "The Sky" - climate engineering / Territory aircon innovation
  6. Athletes' parade (alphabetical by nation)
  7. Olympic anthem
  8. Olympic oath (athletes / officials / coaches)
  9. IOC President address
  10. Chief Minister address
  11. Olympic flame lighting
  12. Closing fanfare
 
Output as a table with columns: Time, Duration, Segment, Lead
personnel, Technical notes. Times in HH:MM format starting at 19:30.
Team 5 (Financial Plan + Risk Register)
Generate Table 10.1 - Risk Register for the Darwin 2034 Summer
Olympic Games bid. 10 risks. Columns: Risk, Likelihood, Consequence,
Mitigation, Residual rating. Use AS/NZS ISO 31000 ratings (Low /
Moderate / High / Extreme).
 
Include the following risks:
 
  1. Cyclone season conflict with Games window
  2. Refrigeration system failure during competition
  3. Sacred sites compliance (AAPA process)
  4. Cost overrun against $14b forecast
  5. Skilled labour shortage (NT structural)
  6. Federal funding letter delay
  7. IOC inspection compliance failure
  8. Athlete heat stress despite refrigeration
  9. Public sentiment / political risk
  10. Sustainability - energy demand from refrigeration
 
Output as a Word-compatible table.

Final tips
1. Always verify Copilot’s output against your knowledge of the source material.
1. If Copilot gives you a confident answer that contradicts your reference document, trust the reference document.
1. If Copilot gives you a number, ask it for the source. Then verify the source.
1. Save your good prompts. The next time you draft a bid, brief, or report, you’ll want them again.
1. Don’t paste anything sensitive into Copilot Chat. The fictional scenario means none of today’s content is sensitive - but in your day job, the NTG AI usage policy applies.
Copilot Chat Prompt Pack  •  Olympics 2034 Activity  •  Department of the Chief Minister
