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Welcome
Accountants and bookkeepers in South Africa carry enormous responsibility: accurate books, compliant tax returns, reliable payroll, sound financial statements and trusted advice, all under tight deadlines and strict professional standards. This guide was created to help accountants and bookkeepers use AI as a practical productivity tool, not as a theoretical concept.
The prompts in this guide are designed for everyday practice use. They can help you draft faster, communicate more clearly, organise client work and think through technical and client-facing situations more efficiently. They do not replace your professional judgement, technical training or regulatory obligations. They help you produce useful first drafts, checklists, summaries and client communications.
	Important mindset
AI works best when you treat it like a capable junior assistant that needs clear instructions. Vague instructions produce vague answers. Clear goals, useful context, relevant source information and clear expectations produce far better results.






What Is the GCSE Framework?
The GCSE Framework is a simple prompt structure that helps you explain what you want from an AI tool. It stands for Goal, Context, Source and Expectation.
	Element
	Meaning
	Why It Matters

	G
	Goal
	What do you want the AI tool to do?

	C
	Context
	What background information does it need?

	S
	Source
	What information, data, notes, documents or examples should it use?

	E
	Expectation
	What should the final answer look like?



Why the GCSE Framework Works
1. Goal: gives the AI tool a clear task instead of leaving it to guess what you want.
1. Context: makes the answer relevant to your client, industry, engagement and constraints.
1. Source: tells the AI what information to use, which reduces generic answers and improves accuracy.
1. Expectation: clarifies the format, tone, level of detail and practical output you need.
How to Use This Prompt Library
1. Choose the prompt that matches the task you are working on.
1. Copy the prompt into your AI tool.
1. Edit the placeholders in square brackets so the prompt reflects your client or practice.
1. Add any relevant source information, such as figures, notes, correspondence or documents.
1. Check the response carefully. AI can make mistakes and may miss important technical or regulatory context.
1. Ask follow-up questions to improve the answer, make it more practical or change the format.
1. Save the prompts and versions that work best for your practice.
	Practical reminder
Do not paste confidential client financial data, ID numbers, bank details, passwords or other sensitive client information into an AI tool unless you are certain your practice policy allows it and you understand the privacy settings of the tool you are using.


Tips for Better AI Results
1. Be specific about the client's industry, entity type, size and location.
1. Use real figures where possible: revenue, margins, staff numbers, debtor days or account balances (using placeholders where confidentiality requires it).
1. Ask for tables, checklists, templates or step-by-step plans when you need practical outputs.
1. Ask the AI to challenge your assumptions, identify risks and suggest practical next steps.
1. Refine weak answers by saying what is missing, what is too general, or what needs to reflect South African tax and compliance context.
1. Use your professional judgement. AI is a support tool, not a substitute for accountable technical or compliance decisions.
Tips for Safe and Effective AI Use
AI can be a powerful practice tool, but it works best inside sensible guardrails. Keep these principles in mind every time you or your team use an AI tool for client or practice work.
Protect client confidentiality
1. Never paste client ID numbers, banking details, passwords, medical information or full financial statements with identifying details into a public AI tool.
1. If in doubt about what is confidential, treat it as confidential and leave it out of the prompt.
Check every output before you use it
1. AI can produce confident-sounding answers that are inaccurate, outdated or wrong. Always verify figures, tax rates, thresholds and legislation independently.
1. Treat AI output as a first draft. Read it critically, correct it, and apply your own technical knowledge before it goes to a client, SARS or a regulator.
Keep a qualified professional in charge of decisions
1. Use AI to organise your thinking and speed up drafting, not to make final tax, audit, assurance or compliance decisions on its own.
1. For anything with legal, tax, labour or regulatory implications, confirm the output with a suitably qualified and registered professional.
Protect your professional voice and client relationships
1. Edit AI-generated client communication so it sounds like you and your practice, not a generic template.
1. Be transparent with clients and staff about when AI has been used to support (not replace) your professional work, where relevant.
Manage access and accountability
1. Agree with your team which AI tools are approved for practice use and what client information may or may not be shared with them.
1. Keep a record of prompts and outputs used for important client decisions, in case you need to explain your reasoning later.
	Golden rule
AI produces a first draft. You produce the final output. Your name, and your practice's reputation and professional registration, go on it. Always own the result.


The Accountant and Bookkeeper Prompt Library
The following 50 prompts are grouped into 10 practical practice areas. They are written for South African accountants and bookkeepers and can be adapted for sole practitioners, small practices, in-house finance teams and larger firms.
	How to customise the prompts
Replace the words in square brackets with your own information. Add more context whenever possible: the client's industry, entity type, current figures, deadlines and desired outcome. After the first answer, ask follow-up questions until the output is useful enough to act on.


Prompt Library 1: Client Onboarding and Engagement
Use these prompts when taking on a new client, scoping an engagement or setting expectations from the start.
Prompt 1: Create a New Client Onboarding Checklist
	COPY, EDIT AND PASTE PROMPT: Prompt 1: Create a New Client Onboarding Checklist
Use this when: you are taking on a new accounting or bookkeeping client.
Goal: Create a practical onboarding checklist for a new client.
Context: I am a [accountant/bookkeeper] in South Africa taking on a [type of business] client. The engagement includes [bookkeeping/payroll/tax/annual financial statements/other]. The client's current systems are [describe].
Source: Use the information above and any additional notes: [paste notes].
Expectation: Present a checklist with document requirements, system access needed, key deadlines, engagement letter items, risk flags and a week-by-week onboarding timeline.


Useful follow-up prompts:
1. Turn this into an engagement letter outline.
1. Create a client information request email.
1. Identify red flags to look for during onboarding.

Prompt 2: Draft an Engagement Letter Outline
	COPY, EDIT AND PASTE PROMPT: Prompt 2: Draft an Engagement Letter Outline
Use this when: you need to clearly define the scope, fees and responsibilities for a new engagement.
Goal: Draft a clear engagement letter outline for a client.
Context: The engagement covers [bookkeeping/tax/payroll/audit support/advisory] for a [business type] client. Fees are structured as [hourly/fixed/retainer]. Key exclusions are [list].
Source: Use these engagement details: [paste scope notes].
Expectation: Create an outline covering scope of services, responsibilities of each party, fees and payment terms, timelines, limitations, confidentiality and termination clauses. Recommend having a qualified professional finalise the legal wording.


Useful follow-up prompts:
1. Create a plain-English summary for the client.
1. Draft a fee proposal covering letter.
1. Identify clauses commonly missed in engagement letters.

Prompt 3: Assess a Prospective Client's Risk Profile
	COPY, EDIT AND PASTE PROMPT: Prompt 3: Assess a Prospective Client's Risk Profile
Use this when: you are deciding whether to take on a new client and want to think through the risks.
Goal: Help me assess the risk profile of a prospective client before accepting the engagement.
Context: The prospective client operates in [industry] and is a [sole proprietor/company/trust/CC]. Initial information suggests [describe any concerns, complexity or unusual factors].
Source: Use these notes from the initial consultation: [paste notes].
Expectation: Identify risk factors related to complexity, compliance history, source of funds concerns, related-party structures and reputational risk. Recommend acceptance, conditional acceptance or decline, and note what should be verified with FICA/KYC checks.


Useful follow-up prompts:
1. Create a client acceptance checklist.
1. Draft due diligence questions to ask the client.
1. Identify documents required for FICA compliance.

Prompt 4: Explain Services in Plain English to a Client
	COPY, EDIT AND PASTE PROMPT: Prompt 4: Explain Services in Plain English to a Client
Use this when: a client does not fully understand the difference between services you offer.
Goal: Explain my accounting and bookkeeping services in simple, plain-English terms for a non-financial client.
Context: My client is a [type of business owner] who is unfamiliar with financial terminology. I offer [list services: bookkeeping, management accounts, tax returns, payroll, financial statements].
Source: Use this list of services and any client questions: [paste notes].
Expectation: Explain each service in plain English, why it matters to the business, how often it is delivered and what the client needs to provide. Present it as a simple one-page client-facing document.


Useful follow-up prompts:
1. Create a services menu with pricing tiers.
1. Draft a welcome email introducing these services.
1. Create a FAQ for new clients.

Prompt 5: Prepare a Client Kick-Off Meeting Agenda
	COPY, EDIT AND PASTE PROMPT: Prompt 5: Prepare a Client Kick-Off Meeting Agenda
Use this when: you want the first meeting with a new client to be structured and productive.
Goal: Create a kick-off meeting agenda for a new client engagement.
Context: The engagement is [type of engagement] for a [business type] client. Attendees include [roles]. Key objectives are [objectives].
Source: Use these engagement details and client background: [paste notes].
Expectation: Create a 45-minute agenda with introductions, scope confirmation, system access, reporting expectations, deadlines, communication preferences and next steps.


Useful follow-up prompts:
1. Create a pre-meeting document request list.
1. Draft the follow-up email after the meeting.
1. Create a client communication preferences form.

Prompt Library 2: Bookkeeping and Reconciliation
Use these prompts to keep books accurate, resolve discrepancies and streamline day-to-day capturing.
Prompt 6: Investigate a Bank Reconciliation Discrepancy
	COPY, EDIT AND PASTE PROMPT: Prompt 6: Investigate a Bank Reconciliation Discrepancy
Use this when: the bank statement and cashbook do not balance and you need a structured way to find the error.
Goal: Help me systematically investigate a bank reconciliation discrepancy.
Context: The reconciling difference is R[amount]. The accounts involved are [bank account/petty cash/other]. The period is [month/year]. Common issues in the past have been [describe].
Source: Use these reconciliation notes and transaction details: [paste notes].
Expectation: Provide a structured troubleshooting checklist covering timing differences, duplicate entries, unposted transactions, bank fees, and data entry errors, in the order they should be checked.


Useful follow-up prompts:
1. Create a monthly reconciliation checklist.
1. Draft a note to file explaining the discrepancy.
1. Suggest controls to prevent this recurring.

Prompt 7: Standardise a Chart of Accounts
	COPY, EDIT AND PASTE PROMPT: Prompt 7: Standardise a Chart of Accounts
Use this when: a client's chart of accounts is messy, inconsistent or not aligned to their reporting needs.
Goal: Help me design a clean, standardised chart of accounts.
Context: The client operates a [industry/business type] business. Current account structure issues include [list issues]. Reporting needs include [management accounts/tax/industry-specific reporting].
Source: Use this current chart of accounts or list of accounts: [paste list].
Expectation: Propose a logical chart of accounts grouped by assets, liabilities, equity, income and expenses, with account numbering, naming conventions and a mapping guide from the old to new structure.


Useful follow-up prompts:
1. Create a mapping table from old codes to new codes.
1. Suggest sub-accounts for better cost tracking.
1. Create a staff guide for correct account usage.

Prompt 8: Classify Ambiguous Transactions
	COPY, EDIT AND PASTE PROMPT: Prompt 8: Classify Ambiguous Transactions
Use this when: you have a batch of transactions that are unclear and need a consistent classification approach.
Goal: Help me classify a batch of ambiguous transactions correctly.
Context: The transactions relate to a [industry] business. Common ambiguous items include [describe: mixed personal/business expenses, unclear supplier names, round-sum payments].
Source: Use this list of transaction descriptions and amounts: [paste list].
Expectation: Suggest the most likely classification for each transaction type, the reasoning, and questions to ask the client to confirm classification before finalising.


Useful follow-up prompts:
1. Create a decision tree for classifying grey-area expenses.
1. Draft a query email to the client.
1. Create a rule sheet for recurring transaction types.

Prompt 9: Build a Month-End Bookkeeping Checklist
	COPY, EDIT AND PASTE PROMPT: Prompt 9: Build a Month-End Bookkeeping Checklist
Use this when: you want a consistent, repeatable month-end close process.
Goal: Create a month-end bookkeeping checklist.
Context: The client is a [business type] using [accounting software]. The close needs to cover bank reconciliation, debtors, creditors, payroll journals, accruals and VAT.
Source: Use these current month-end steps or pain points: [paste notes].
Expectation: Create a step-by-step checklist with responsible person, deadline relative to month-end, and quality checks at each step. Keep it practical for a small bookkeeping team.


Useful follow-up prompts:
1. Turn this into a shared task tracker format.
1. Identify steps that could be automated.
1. Create a sign-off template for completed closes.

Prompt 10: Draft a Debtors and Creditors Age Analysis Summary
	COPY, EDIT AND PASTE PROMPT: Prompt 10: Draft a Debtors and Creditors Age Analysis Summary
Use this when: you need to explain an age analysis to a client in plain language.
Goal: Summarise a debtors or creditors age analysis in plain English for a business owner.
Context: The business is a [business type]. Current ageing shows concentration in [30/60/90+ days]. Key concerns are [describe].
Source: Use this age analysis data: [paste figures].
Expectation: Summarise the overall position, highlight the biggest risks, name the top outstanding accounts to prioritise, and recommend 3 practical next actions.


Useful follow-up prompts:
1. Draft a debtor follow-up email.
1. Create a creditor payment priority list.
1. Create a one-page owner summary.

Prompt Library 3: Financial Reporting and Analysis
Use these prompts to prepare management accounts, explain financial performance and highlight what matters most.
Prompt 11: Draft a Management Accounts Commentary
	COPY, EDIT AND PASTE PROMPT: Prompt 11: Draft a Management Accounts Commentary
Use this when: you need to explain monthly or quarterly management accounts to a business owner.
Goal: Draft a plain-English commentary to accompany a set of management accounts.
Context: The client is a [business type]. Revenue for the period was R[amount] versus R[amount] prior period. Gross margin was [%]. Key movements include [describe].
Source: Use these figures and variances: [paste figures].
Expectation: Write a commentary covering what improved, what declined, likely causes, and 3-5 questions or recommendations for the owner. Avoid jargon.


Useful follow-up prompts:
1. Create a one-page executive summary version.
1. Highlight the 3 most important numbers only.
1. Draft discussion questions for the client meeting.

Prompt 12: Explain Financial Ratios to a Non-Financial Client
	COPY, EDIT AND PASTE PROMPT: Prompt 12: Explain Financial Ratios to a Non-Financial Client
Use this when: a client needs to understand what their ratios mean for the health of the business.
Goal: Explain a set of financial ratios in plain English for a non-financial business owner.
Context: The business is a [industry] business. Ratios calculated include [gross margin, net margin, current ratio, debtor days, creditor days, gearing].
Source: Use these ratio results: [paste ratios].
Expectation: Explain what each ratio means, whether it looks healthy for this type of business, and 3 practical actions the owner could take to improve the weakest ratio.


Useful follow-up prompts:
1. Create a simple ratio dashboard layout.
1. Compare these ratios to typical industry benchmarks.
1. Create a one-page client-friendly summary.

Prompt 13: Build a Variance Analysis Report
	COPY, EDIT AND PASTE PROMPT: Prompt 13: Build a Variance Analysis Report
Use this when: actual results differ from budget or prior year and you need to explain why.
Goal: Create a variance analysis report comparing actual results to budget or prior period.
Context: The business is a [business type]. Significant variances appear in [revenue/cost of sales/operating expenses]. Possible causes include [describe].
Source: Use these actual, budget and prior year figures: [paste figures].
Expectation: Create a table showing account, actual, budget/prior, variance R, variance %, likely cause and recommended action. Flag the top 3 variances requiring urgent attention.


Useful follow-up prompts:
1. Draft a covering email to send with this report.
1. Create a simplified board-ready version.
1. Identify which variances need client input to explain.

Prompt 14: Prepare Notes for a Financial Statement Review
	COPY, EDIT AND PASTE PROMPT: Prompt 14: Prepare Notes for a Financial Statement Review
Use this when: you are preparing or reviewing annual financial statements and need a structured review approach.
Goal: Help me prepare a structured review checklist for a set of financial statements.
Context: The entity is a [company/CC/trust/sole proprietor] in [industry]. The financial statements cover the year ended [date]. Areas of concern include [describe].
Source: Use these trial balance figures and notes: [paste summary, no confidential identifiers].
Expectation: Create a review checklist covering completeness, classification, related-party disclosures, going concern indicators, and consistency with prior year, without providing a formal audit or assurance opinion.


Useful follow-up prompts:
1. Create a list of queries to send to the client.
1. Draft a going concern discussion note.
1. Create a disclosure checklist for common omissions.

Prompt 15: Create a Client-Friendly Annual Financial Summary
	COPY, EDIT AND PASTE PROMPT: Prompt 15: Create a Client-Friendly Annual Financial Summary
Use this when: a client wants to understand their annual financial statements without wading through technical detail.
Goal: Summarise a set of annual financial statements in plain English for a business owner.
Context: The business is a [business type]. Full-year revenue was R[amount], net profit was R[amount], and key balance sheet items include [describe].
Source: Use these annual figures: [paste figures].
Expectation: Create a one-page summary covering performance highlights, financial position, key risks, and 3 priorities for the year ahead. Avoid technical accounting terms.


Useful follow-up prompts:
1. Create a one-slide version for a stakeholder meeting.
1. Draft talking points for the client discussion.
1. Identify the 3 numbers the owner should track monthly.

Prompt Library 4: Tax Compliance and SARS
Use these prompts to prepare for tax submissions, structure client communication and organise compliance work. Always verify current rates, thresholds and legislation directly with SARS or your technical resources.
Prompt 16: Create a Tax Season Preparation Checklist
	COPY, EDIT AND PASTE PROMPT: Prompt 16: Create a Tax Season Preparation Checklist
Use this when: you are preparing for provisional tax, income tax or VAT deadlines and need to stay organised.
Goal: Create a tax season preparation checklist for my practice.
Context: I manage tax compliance for [number] clients including [individuals/companies/trusts]. Upcoming deadlines include [provisional tax/annual returns/VAT]. Common bottlenecks are [describe].
Source: Use this client list and deadline information: [paste notes, no confidential client identifiers].
Expectation: Create a checklist organised by deadline, with document requirements, client follow-up triggers, and internal review steps. Flag SARS-specific requirements to double-check for currency.


Useful follow-up prompts:
1. Create a client reminder email sequence.
1. Create a workload tracker template.
1. Identify clients likely to need extensions.

Prompt 17: Draft a Client Tax Document Request Email
	COPY, EDIT AND PASTE PROMPT: Prompt 17: Draft a Client Tax Document Request Email
Use this when: you need to collect the right supporting documents from a client before filing.
Goal: Draft a clear document request email for tax return preparation.
Context: The client is a [individual/sole proprietor/company]. The return covers [tax year]. Required documents typically include [IRP5s, medical aid certificates, logbooks, financial statements, etc].
Source: Use this list of required documents: [paste list].
Expectation: Write a friendly but firm email listing required documents, the submission deadline, and the consequence of late submission. Include a short document checklist the client can tick off.


Useful follow-up prompts:
1. Create a WhatsApp-friendly shorter version.
1. Draft a follow-up reminder for non-responders.
1. Create a document tracker for multiple clients.

Prompt 18: Explain a Tax Assessment to a Client
	COPY, EDIT AND PASTE PROMPT: Prompt 18: Explain a Tax Assessment to a Client
Use this when: a client has received a SARS assessment and does not understand it.
Goal: Explain a tax assessment outcome in plain English for a client.
Context: The client is a [individual/company]. The assessment shows [refund/amount owing] of R[amount]. Key line items include [describe].
Source: Use this assessment summary: [paste key figures, no ID numbers or confidential identifiers].
Expectation: Explain what the assessment means, why the amount arose, what the client needs to do next, and any deadlines. Recommend escalation to a senior practitioner if a dispute may be needed.


Useful follow-up prompts:
1. Draft the client-facing explanation email.
1. Create a checklist for lodging an objection.
1. Identify questions to raise with SARS.

Prompt 19: Prepare Talking Points for a Provisional Tax Discussion
	COPY, EDIT AND PASTE PROMPT: Prompt 19: Prepare Talking Points for a Provisional Tax Discussion
Use this when: you need to discuss provisional tax estimates and cash flow implications with a client.
Goal: Prepare talking points for a client discussion about provisional tax.
Context: The client is a [individual/company] with estimated taxable income of R[amount] for the period. Cash flow constraints include [describe].
Source: Use these income estimates and prior year figures: [paste notes].
Expectation: Create talking points covering the estimate basis, penalty risk of under-estimation, cash flow planning suggestions, and payment options. Keep the tone practical, not alarmist.


Useful follow-up prompts:
1. Draft a follow-up email summarising the discussion.
1. Create a simple cash flow set-aside plan.
1. Explain underestimation penalties in plain English.

Prompt 20: Build an Internal Tax Compliance Tracker
	COPY, EDIT AND PASTE PROMPT: Prompt 20: Build an Internal Tax Compliance Tracker
Use this when: you manage multiple clients and need to track compliance status across the practice.
Goal: Design an internal tracker for monitoring client tax compliance status.
Context: My practice manages [number] clients across [income tax/VAT/PAYE/provisional tax]. Current tracking is done via [describe current method].
Source: Use this client and obligation list: [paste list, no confidential identifiers].
Expectation: Design a tracker layout with client, obligation type, deadline, status, responsible staff member and next action. Suggest a simple colour-coded status system.


Useful follow-up prompts:
1. Create a spreadsheet version of this tracker.
1. Create a weekly compliance review agenda.
1. Identify the highest-risk clients to prioritise.

Prompt Library 5: Cash Flow and Budgeting
Use these prompts to help clients plan, forecast and manage cash flow with confidence.
Prompt 21: Build a 12-Month Cash Flow Forecast Structure
	COPY, EDIT AND PASTE PROMPT: Prompt 21: Build a 12-Month Cash Flow Forecast Structure
Use this when: a client needs a practical cash flow forecast, not just a budget.
Goal: Design a 12-month cash flow forecast structure for a client.
Context: The client operates a [business type] with [seasonal/steady] revenue patterns. Key cash flow drivers are [describe: debtor collection, stock cycles, loan repayments].
Source: Use these historical cash flow patterns and known commitments: [paste notes].
Expectation: Create a forecast structure with monthly opening balance, cash in, cash out by category, closing balance, and a simple assumptions log. Flag the months of highest cash flow risk.


Useful follow-up prompts:
1. Create a spreadsheet layout for this forecast.
1. Identify assumptions that need client validation.
1. Create a short client-facing summary of key risk months.

Prompt 22: Help a Client Set an Operating Budget
	COPY, EDIT AND PASTE PROMPT: Prompt 22: Help a Client Set an Operating Budget
Use this when: a client needs a realistic annual budget aligned to their goals.
Goal: Help me guide a client through setting a realistic annual operating budget.
Context: The client runs a [business type] with prior year revenue of R[amount] and expenses of R[amount]. Growth goals are [describe]. Known cost changes include [describe].
Source: Use this prior year actual performance data: [paste figures].
Expectation: Create a budget structure by month with revenue assumptions, cost categories, and a simple variance monitoring plan. Include 3 questions to ask the client to sharpen assumptions.


Useful follow-up prompts:
1. Create a budget-vs-actual tracking template.
1. Draft a budget assumptions memo for the client.
1. Suggest a monthly budget review agenda.

Prompt 23: Identify Practical Ways to Improve a Client's Cash Flow
	COPY, EDIT AND PASTE PROMPT: Prompt 23: Identify Practical Ways to Improve a Client's Cash Flow
Use this when: a client's cash flow is tight and needs quick, practical improvement actions.
Goal: Identify practical ways to improve a client's cash flow within 30 days.
Context: The client runs a [business type]. Current debtor days are [number], creditor days are [number], and monthly revenue is about R[amount].
Source: Use these debtors, creditors and cash balance figures: [paste figures].
Expectation: Provide a table of actions covering debtor collection, supplier terms, expense timing and stock management, with expected impact, effort and first step for each.


Useful follow-up prompts:
1. Draft a debtor collection email sequence.
1. Create a supplier renegotiation talking points list.
1. Turn this into a 30-day action plan.

Prompt 24: Explain a Cash Flow Forecast to a Business Owner
	COPY, EDIT AND PASTE PROMPT: Prompt 24: Explain a Cash Flow Forecast to a Business Owner
Use this when: a client does not understand why profit and cash flow can look different.
Goal: Explain the difference between profit and cash flow to a non-financial business owner.
Context: The client's business shows a net profit of R[amount] but a cash balance concern. Key differences relate to [debtors, stock, capital repayments, tax].
Source: Use these profit and cash flow figures: [paste figures].
Expectation: Explain in plain English why profit and cash do not always match, using this client's actual numbers as the example, and recommend what to monitor going forward.


Useful follow-up prompts:
1. Create a simple one-page explainer diagram description.
1. Draft talking points for the client meeting.
1. Suggest a monthly cash flow monitoring habit for the owner.

Prompt 25: Prepare a Loan or Funding Application Financial Summary
	COPY, EDIT AND PASTE PROMPT: Prompt 25: Prepare a Loan or Funding Application Financial Summary
Use this when: a client is applying for finance and needs a clear financial summary pack.
Goal: Prepare a financial summary structure to support a client's loan or funding application.
Context: The client is applying for [type of finance] of approximately R[amount] for [purpose]. Lender requirements typically include [describe].
Source: Use these financial statements and cash flow figures: [paste figures].
Expectation: Create a structure covering business overview, historical financial performance, cash flow forecast, repayment capacity analysis and supporting assumptions. Flag any figures that need independent verification.


Useful follow-up prompts:
1. Draft a covering letter for the funding application.
1. Create a repayment capacity sensitivity analysis outline.
1. Identify additional documents the lender may request.

Prompt Library 6: Payroll and Statutory Compliance
Use these prompts to manage payroll accuracy, statutory submissions and employee-related compliance queries.
Prompt 26: Build a Monthly Payroll Processing Checklist
	COPY, EDIT AND PASTE PROMPT: Prompt 26: Build a Monthly Payroll Processing Checklist
Use this when: you want a consistent, error-resistant monthly payroll process.
Goal: Create a monthly payroll processing checklist.
Context: The client has [number] employees, paid [monthly/weekly], using [payroll software]. Statutory requirements include PAYE, UIF and [SDL/other].
Source: Use these current payroll steps and pain points: [paste notes].
Expectation: Create a step-by-step checklist covering input collection, calculation checks, statutory submissions, payslip distribution and record-keeping, with responsible person and deadline for each step.


Useful follow-up prompts:
1. Create a payroll input request template.
1. Create a year-end payroll reconciliation checklist.
1. Identify common payroll errors to check for.

Prompt 27: Explain a Payslip to an Employee
	COPY, EDIT AND PASTE PROMPT: Prompt 27: Explain a Payslip to an Employee
Use this when: an employee does not understand a deduction or calculation on their payslip.
Goal: Explain a payslip in plain English for an employee.
Context: The employee earns R[amount] gross per month. Deductions include [PAYE, UIF, medical aid, pension, other]. The query relates to [describe query].
Source: Use this payslip breakdown: [paste figures, no ID numbers].
Expectation: Explain each line item in simple terms, why the deduction exists, and how the net pay figure was calculated. Keep the tone clear and reassuring.


Useful follow-up prompts:
1. Create a general payslip explainer for all staff.
1. Draft an FAQ about common payslip questions.
1. Explain how a bonus or increase affects PAYE.

Prompt 28: Draft a Statutory Submission Reminder System
	COPY, EDIT AND PASTE PROMPT: Prompt 28: Draft a Statutory Submission Reminder System
Use this when: you manage multiple clients' PAYE, UIF and SDL submissions and need to avoid missed deadlines.
Goal: Design a reminder system for statutory payroll submissions across multiple clients.
Context: I manage payroll for [number] clients with submission obligations including PAYE, UIF, SDL and COIDA. Current tracking method is [describe].
Source: Use this client and deadline list: [paste list, no confidential identifiers].
Expectation: Design a reminder structure with lead times before each deadline, escalation steps for missing information, and a simple tracking format.


Useful follow-up prompts:
1. Create a client reminder email template.
1. Create an internal weekly payroll deadline review.
1. Identify the highest-risk clients for missed submissions.

Prompt 29: Prepare for an Employee Leave or Termination Calculation
	COPY, EDIT AND PASTE PROMPT: Prompt 29: Prepare for an Employee Leave or Termination Calculation
Use this when: you need to calculate final pay, leave pay or termination amounts accurately.
Goal: Help me structure a leave pay or termination calculation correctly.
Context: The employee's employment is ending due to [resignation/retrenchment/dismissal]. Employment started on [date]. Leave balance is [number] days. Notice period is [describe].
Source: Use this employment and leave information: [paste details, no ID numbers].
Expectation: Set out the calculation components required (notice pay, leave pay, severance if applicable, pro-rata bonus), the order to calculate them in, and a recommendation to confirm final figures with a labour law specialist if the situation is contested.


Useful follow-up prompts:
1. Create a final pay calculation template.
1. Draft a termination letter checklist.
1. Identify documents required for the employee's UI-19.

Prompt 30: Create an Employer Statutory Compliance Overview
	COPY, EDIT AND PASTE PROMPT: Prompt 30: Create an Employer Statutory Compliance Overview
Use this when: a client wants to understand their statutory payroll obligations as an employer.
Goal: Explain an employer's statutory payroll obligations in plain English.
Context: The client employs [number] staff in [industry]. They are unsure about their obligations relating to PAYE, UIF, SDL, COIDA and [other].
Source: Use this business and staff information: [paste notes].
Expectation: Create a plain-English overview of each obligation, who it applies to, how often it is submitted, and the consequence of non-compliance. Recommend confirming detail with a labour or tax specialist where relevant.


Useful follow-up prompts:
1. Create a one-page compliance summary for the client.
1. Create a new-employer onboarding checklist.
1. Identify which obligations apply based on staff numbers.

Prompt Library 7: Client Communication and Advisory
Use these prompts to communicate clearly, deliver bad news professionally and add advisory value beyond compliance.
Prompt 31: Deliver Difficult Financial News to a Client
	COPY, EDIT AND PASTE PROMPT: Prompt 31: Deliver Difficult Financial News to a Client
Use this when: you need to tell a client about a loss, penalty, cash shortfall or other bad news.
Goal: Draft a professional message delivering difficult financial news to a client.
Context: The news relates to [describe: unexpected tax liability, cash shortfall, penalty, loss]. The client's likely reaction is [describe]. The desired outcome is [next step].
Source: Use these facts and figures: [paste notes].
Expectation: Write a calm, clear and professional message that states the facts, avoids blame, explains next steps, and offers a call to discuss. Provide both an email and a shorter WhatsApp version.


Useful follow-up prompts:
1. Make this version more reassuring.
1. Create talking points for the follow-up call.
1. Draft an internal note documenting how this was communicated.

Prompt 32: Identify Advisory Opportunities from Existing Client Data
	COPY, EDIT AND PASTE PROMPT: Prompt 32: Identify Advisory Opportunities from Existing Client Data
Use this when: you want to move beyond compliance work and add advisory value for a client.
Goal: Identify practical advisory opportunities based on a client's existing financial data.
Context: The client is a [business type]. Recent financial data shows [describe trends: margin pressure, growing debtors, seasonal cash gaps].
Source: Use these financial trends and figures: [paste data].
Expectation: Identify 5 advisory opportunities ranked by client value and ease of delivery, such as pricing review, cash flow forecasting, budgeting support or systems improvement. Suggest how to raise each with the client.


Useful follow-up prompts:
1. Draft an email proposing one advisory service.
1. Create a simple advisory service one-pager.
1. Suggest a pricing approach for advisory work.

Prompt 33: Prepare for an Annual Client Review Meeting
	COPY, EDIT AND PASTE PROMPT: Prompt 33: Prepare for an Annual Client Review Meeting
Use this when: you want an annual meeting with a client to be strategic, not just compliance-focused.
Goal: Prepare an agenda and talking points for an annual client review meeting.
Context: The client is a [business type]. Full year performance showed [describe]. Areas to discuss include [tax planning, growth, systems, succession].
Source: Use this year's financial summary and notes: [paste notes].
Expectation: Create a meeting agenda with performance review, forward-looking discussion topics, questions to ask the client, and a summary template to send afterwards.


Useful follow-up prompts:
1. Create a one-page performance summary for the meeting.
1. Draft the follow-up email with agreed actions.
1. Identify cross-sell opportunities appropriate for this client.

Prompt 34: Respond to a Client Query About Fees
	COPY, EDIT AND PASTE PROMPT: Prompt 34: Respond to a Client Query About Fees
Use this when: a client is questioning an invoice or fee structure.
Goal: Draft a professional response to a client query about fees.
Context: The client has queried [an invoice amount/a fee increase/scope creep]. The facts are [describe]. The desired outcome is [maintain relationship while explaining the fee fairly].
Source: Use this fee query and engagement scope: [paste notes].
Expectation: Write a calm, factual response that explains the fee basis, references the engagement scope where relevant, and offers to discuss further. Avoid a defensive tone.


Useful follow-up prompts:
1. Create a shorter WhatsApp version.
1. Draft a fee structure explainer for future clients.
1. Suggest how to prevent this type of query recurring.

Prompt 35: Simplify a Technical Accounting Concept for a Client
	COPY, EDIT AND PASTE PROMPT: Prompt 35: Simplify a Technical Accounting Concept for a Client
Use this when: you need to explain a technical concept without jargon.
Goal: Explain a technical accounting or tax concept in simple, plain English for a business owner.
Context: The concept is [depreciation/deferred tax/accruals/VAT input-output/provisional tax/other]. The client's business context is [describe].
Source: Use this client scenario as the example: [paste notes].
Expectation: Explain the concept using the client's own numbers or scenario as a practical example. Avoid technical jargon and keep it to one page.


Useful follow-up prompts:
1. Create a one-paragraph version for an email.
1. Create a simple diagram description to illustrate this.
1. Draft 3 follow-up questions the client might ask.

Prompt Library 8: Practice Management and Productivity
Use these prompts to manage your own workload, your team and your practice more efficiently.
Prompt 36: Prioritise a Busy Season Workload
	COPY, EDIT AND PASTE PROMPT: Prompt 36: Prioritise a Busy Season Workload
Use this when: you have too many client deadlines at once and need a clear priority order.
Goal: Help me prioritise my workload during a busy compliance season.
Context: I am managing [number] clients with overlapping deadlines for [tax/VAT/payroll/annual financial statements]. My team consists of [number] staff with [skill levels].
Source: Use this task and deadline list: [paste list, no confidential identifiers].
Expectation: Categorise tasks by urgency, complexity and risk of penalty if missed. Recommend what to delegate, what to do personally, and a realistic daily plan for the next 5 working days.


Useful follow-up prompts:
1. Create a delegation plan for my team.
1. Create a daily task tracker template.
1. Identify tasks most at risk of being missed.

Prompt 37: Create a Standard Operating Procedure for a Recurring Task
	COPY, EDIT AND PASTE PROMPT: Prompt 37: Create a Standard Operating Procedure for a Recurring Task
Use this when: you want consistent quality regardless of which staff member performs a task.
Goal: Create a standard operating procedure for a recurring practice task.
Context: The task is [monthly bookkeeping close/VAT201 submission/payroll run/client onboarding]. It is performed by [role]. Common mistakes include [describe].
Source: Use these current process steps: [paste steps].
Expectation: Create an SOP with purpose, scope, step-by-step procedure, quality checks, common errors to avoid, and escalation points. Keep it practical for a small practice.


Useful follow-up prompts:
1. Turn this into a one-page checklist.
1. Create a training version for a new staff member.
1. Identify steps that could be automated with software.

Prompt 38: Design a Staff Review Workflow
	COPY, EDIT AND PASTE PROMPT: Prompt 38: Design a Staff Review Workflow
Use this when: you want a consistent review process before client work goes out the door.
Goal: Design a review workflow to ensure quality before client deliverables are sent out.
Context: My practice has [number] staff at [junior/senior] levels producing [bookkeeping/tax returns/financial statements]. Current review issues include [describe].
Source: Use this current review process: [paste notes].
Expectation: Create a review workflow with stages (preparer, reviewer, final sign-off), a review checklist for each stage, and turnaround time expectations.


Useful follow-up prompts:
1. Create a review checklist template.
1. Create a quality score sheet for reviewers.
1. Identify the most common review findings to watch for.

Prompt 39: Create a Client Fee Structure Review
	COPY, EDIT AND PASTE PROMPT: Prompt 39: Create a Client Fee Structure Review
Use this when: you want to check whether your pricing reflects the actual work involved.
Goal: Help me review my client fee structure for profitability.
Context: My practice charges [hourly/fixed/retainer] fees. Current average fee is R[amount] per client per month. Time spent per client varies from [range].
Source: Use this client list with fees and estimated time spent: [paste notes, no confidential identifiers].
Expectation: Identify clients that appear underpriced relative to time spent, suggest a fee review approach, and recommend how to communicate a price increase professionally.


Useful follow-up prompts:
1. Draft a fee increase communication message.
1. Create a value-based pricing structure option.
1. Create a time-tracking template for future engagements.

Prompt 40: Build a Weekly Practice Productivity Plan
	COPY, EDIT AND PASTE PROMPT: Prompt 40: Build a Weekly Practice Productivity Plan
Use this when: you need to balance client delivery, admin and business development each week.
Goal: Create a weekly productivity plan for me as a practice owner or senior accountant.
Context: My responsibilities include [client delivery, reviews, admin, business development, staff management]. My biggest time-wasters are [describe]. This week's priorities are [list].
Source: Use this task and commitment list: [paste list].
Expectation: Organise the week into high-impact priorities, deep work blocks for technical work, delegation opportunities, admin blocks and a Friday review slot.


Useful follow-up prompts:
1. Create a daily checklist version.
1. Identify tasks I should delegate to staff.
1. Create a Friday weekly review template.

Prompt Library 9: Risk, Controls and Compliance
Use these prompts to strengthen internal controls, manage professional risk and prepare for regulatory scrutiny.
Prompt 41: Assess Internal Controls for a Small Business Client
	COPY, EDIT AND PASTE PROMPT: Prompt 41: Assess Internal Controls for a Small Business Client
Use this when: a client has weak or informal financial controls and needs practical improvements.
Goal: Assess and suggest improvements to a client's internal financial controls.
Context: The client is a [business type] with [number] staff handling money. Current weaknesses include [describe: no segregation of duties, no approval process, shared logins].
Source: Use these process observations: [paste notes].
Expectation: Identify the top control risks, the potential impact of each, and 5 practical, low-cost improvements appropriate for a small business.


Useful follow-up prompts:
1. Create a simple controls checklist for the client.
1. Draft an email explaining the risks to the owner.
1. Create an approval workflow the client can implement.

Prompt 42: Prepare for a SAICA/SAIPA/IRBA Practice Review
	COPY, EDIT AND PASTE PROMPT: Prompt 42: Prepare for a SAICA/SAIPA/IRBA Practice Review
Use this when: your practice has a professional body review coming up and you want to be organised.
Goal: Help me prepare a checklist ahead of a professional body practice review.
Context: My practice is regulated by [SAICA/SAIPA/IRBA/other]. The review will cover [file quality/CPD records/independence/quality control]. Areas of concern include [describe].
Source: Use this list of review requirements: [paste notes].
Expectation: Create a preparation checklist covering documentation, file organisation, CPD evidence and quality control policies, with responsible person and deadline for each item.


Useful follow-up prompts:
1. Create a file quality self-review checklist.
1. Create a CPD tracking template.
1. Identify common findings in similar reviews to check for proactively.

Prompt 43: Draft a Client File Documentation Standard
	COPY, EDIT AND PASTE PROMPT: Prompt 43: Draft a Client File Documentation Standard
Use this when: client files are inconsistent and need a clear documentation standard.
Goal: Create a documentation standard for client files.
Context: My practice handles [bookkeeping/tax/financial statements] for [number] clients. Current file organisation issues include [describe].
Source: Use this current filing approach: [paste notes].
Expectation: Create a documentation standard covering required documents, naming conventions, retention periods and where working papers should be stored, aligned to general professional record-keeping expectations.


Useful follow-up prompts:
1. Create a folder structure template.
1. Create a new staff training note on this standard.
1. Identify documents most often missing from files.

Prompt 44: Identify Fraud Risk Indicators in Client Data
	COPY, EDIT AND PASTE PROMPT: Prompt 44: Identify Fraud Risk Indicators in Client Data
Use this when: something in a client's figures looks unusual and needs a structured review.
Goal: Help me identify possible fraud risk indicators in a set of financial data.
Context: The client is a [business type]. Unusual patterns include [describe: round-sum transactions, unexplained variances, unusual supplier activity].
Source: Use this transaction summary: [paste summary, no confidential identifiers].
Expectation: Identify common red flags present in the data, explain why each is a concern, and recommend next steps including when to escalate to a forensic specialist or report through appropriate channels.


Useful follow-up prompts:
1. Create a fraud risk checklist for future reviews.
1. Draft an internal note documenting the concern.
1. Identify controls that could have prevented this.

Prompt 45: Create an AI Usage Policy for the Practice
	COPY, EDIT AND PASTE PROMPT: Prompt 45: Create an AI Usage Policy for the Practice
Use this when: you want clear rules for how your team uses AI tools with client data.
Goal: Create a simple AI usage policy for my accounting or bookkeeping practice.
Context: My team consists of [number] staff who may use AI tools for [drafting, research, summarising]. Client confidentiality and POPIA compliance are key concerns.
Source: Use these current practices and concerns: [paste notes].
Expectation: Create a policy covering approved tools, what information may never be entered into AI tools, review requirements before client-facing use, and accountability for outputs.


Useful follow-up prompts:
1. Create a one-page staff summary poster.
1. Draft a staff acknowledgement form.
1. Identify training topics to support this policy.

Prompt Library 10: Growth, Systems and Technology
Use these prompts to modernise your practice, evaluate software and grow your client base sustainably.
Prompt 46: Evaluate Accounting Software Options for a Client
	COPY, EDIT AND PASTE PROMPT: Prompt 46: Evaluate Accounting Software Options for a Client
Use this when: a client needs to move off spreadsheets or an outdated system.
Goal: Help me evaluate accounting software options for a client.
Context: The client is a [business type] with [number] transactions per month, [number] staff, and needs [invoicing/payroll/inventory/multi-currency]. Budget is R[amount] per month.
Source: Use these client requirements and current pain points: [paste notes].
Expectation: Compare 3 suitable options against cost, ease of use, integration with my practice's workflow, and scalability. Recommend one option with reasoning and a migration outline.


Useful follow-up prompts:
1. Create a data migration checklist.
1. Draft a client-facing recommendation memo.
1. Create a staff training plan for the new system.

Prompt 47: Identify Practice Tasks Suitable for Automation
	COPY, EDIT AND PASTE PROMPT: Prompt 47: Identify Practice Tasks Suitable for Automation
Use this when: you want to reduce manual, repetitive work in the practice.
Goal: Identify practice tasks that are good candidates for automation.
Context: My practice currently performs [bank feeds/invoice capturing/reconciliations/reporting] manually. Team size is [number]. Current tools include [list].
Source: Use this list of current manual tasks: [paste list].
Expectation: Rank tasks by time saved, ease of implementation and risk if automated incorrectly. Recommend a realistic first automation project and safeguards to keep in place.


Useful follow-up prompts:
1. Create a 30-day automation pilot plan.
1. Identify tasks that should remain manual for control reasons.
1. Create a staff communication about the change.

Prompt 48: Build a Client Growth and Referral Strategy
	COPY, EDIT AND PASTE PROMPT: Prompt 48: Build a Client Growth and Referral Strategy
Use this when: you want to grow your client base sustainably through referrals and reputation.
Goal: Create a practical client growth and referral strategy for my practice.
Context: My practice specialises in [industry focus/general SME work] in [location]. Current client acquisition comes mainly from [channels]. Target client type is [describe].
Source: Use these notes about my ideal client and current referral sources: [paste notes].
Expectation: Suggest growth actions using referrals, professional network partnerships (attorneys, bankers, business advisors), content and reviews. Present a 90-day action plan appropriate for a small practice.


Useful follow-up prompts:
1. Draft a referral request message for satisfied clients.
1. Create a partnership outreach email to a bank or attorney.
1. Create 5 content ideas to build authority.

Prompt 49: Develop a New Advisory Service Offering
	COPY, EDIT AND PASTE PROMPT: Prompt 49: Develop a New Advisory Service Offering
Use this when: you want to package expertise into a new, sellable service.
Goal: Help me develop a new advisory service offering for my practice.
Context: The proposed service is [cash flow forecasting/virtual CFO/budgeting support/systems clean-up]. Target clients are [describe]. Current demand signals include [describe].
Source: Use these notes and client requests: [paste notes].
Expectation: Develop the offer into a simple service structure with target client, deliverables, pricing approach, delivery process and a 30-day pilot plan with 2-3 clients.


Useful follow-up prompts:
1. Create a one-page service brochure outline.
1. Draft an email introducing this service to existing clients.
1. Create a pricing calculator structure for this service.

Prompt 50: Build a 12-Month Practice Growth Roadmap
	COPY, EDIT AND PASTE PROMPT: Prompt 50: Build a 12-Month Practice Growth Roadmap
Use this when: you want a longer-term, realistic plan to grow the practice.
Goal: Create a 12-month growth roadmap for my accounting or bookkeeping practice.
Context: My practice currently has [number] clients and annual revenue of about R[amount]. My goal is to [grow revenue/add advisory services/hire staff/improve margins]. Main constraints are [describe].
Source: Use these current strengths, weaknesses and opportunities: [paste notes].
Expectation: Create a 12-month roadmap by quarter with priorities, capacity needs, systems improvements, client growth actions, and success measures.


Useful follow-up prompts:
1. Turn this into a quarterly scorecard.
1. Create first-quarter action steps.
1. Identify the resources needed to achieve this roadmap.

Final Thoughts
AI becomes valuable when it is used consistently on real practice tasks. The aim is not to use AI for everything. The aim is to use it where it saves time, strengthens client communication, sharpens your technical thinking or helps you act with more clarity and confidence.
As you work through this guide, keep building your own prompt library. Save the prompts that work, improve the ones that are too generic, and adapt them for your clients, sectors and team. Over time, this becomes a practical practice asset.
	Your next step
Choose one practice area that matters most right now. Pick three prompts from that section. Use them this week. Refine the outputs, turn them into actions, and review what changed. Small, consistent use is where the value starts.


About Gen AI Innovation™
This guide is part of the Gen AI Innovation™ Prompt Library Series: practical, sector-specific AI prompt collections created for South African business owners and professionals.
Gen AI Innovation™ provides practical AI training, strategic consulting and hands-on workshops that help teams turn AI from a buzzword into a daily working habit.
If this guide helped your practice, consider building a companion library for another role in your team. Audit, tax, payroll or advisory each benefit from their own tailored prompt set.
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