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Welcome
South African government departments carry the weight of public trust: delivering services, managing public funds responsibly, developing sound policy, and being accountable to Parliament, the provinces, municipalities and citizens. Officials at every level are expected to do more with constrained budgets and capacity. This guide was created to help public servants use AI as a practical productivity tool that supports, rather than replaces, sound public administration.
The prompts in this guide are designed for everyday government work: drafting policy positions, preparing briefing notes, explaining budgets, managing procurement processes, improving citizen-facing services, and strengthening governance and compliance. They do not replace legal advice, Treasury guidance, delegated authority or your own professional judgement. They help you produce clearer first drafts, structure your thinking, and work more efficiently within the frameworks that govern the public service.
	Important mindset
AI works best when you treat it like a capable assistant that needs clear instructions. Vague instructions produce vague answers. Clear goals, useful context, relevant source information and clear expectations produce far better results. Every output must still be checked against applicable legislation, policy and delegations before use.




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
•  Goal: gives the AI tool a clear task instead of leaving it to guess what you want.
•  Context: makes the answer relevant to your department, mandate, stakeholders and constraints.
•  Source: tells the AI what information to use, which reduces generic answers and improves accuracy.
•  Expectation: clarifies the format, tone, level of detail and practical output you need.


How to Use This Prompt Library
•  Choose the prompt that matches the task you are working on.
•  Copy the prompt into your department's approved AI tool.
•  Edit the placeholders in square brackets so the prompt reflects your programme, unit or matter.
•  Add any relevant source information, such as notes, figures, correspondence or prior submissions.
•  Check the response carefully against applicable legislation, policy, Treasury Regulations and your delegations of authority.
•  Ask follow-up questions to improve the answer, make it more practical, or adjust the format.
•  Save the prompts and versions that work best for your unit.
	Practical reminder
Do not paste classified information, personal information of citizens or staff, Cabinet-confidential material, or any information restricted under POPIA, the Protection of State Information framework, or departmental information security policy into an AI tool unless you are certain it is authorised and the platform has been approved for that purpose.




Tips for Safe and Effective AI Use
AI can be a powerful tool in the public service, but it works best inside sensible guardrails. Keep these principles in mind every time you or your team use an AI tool for departmental work.
Protect classified and personal information
•  Never paste classified, Cabinet-confidential, or restricted information into a public AI tool.
•  Never paste citizens' or employees' personal information, ID numbers, banking details or medical information unless the platform is approved and POPIA requirements are met.
Check every output before you use it
•  AI can produce confident-sounding answers that are inaccurate, outdated or legally incorrect. Always verify facts, figures, legislation and policy references.
•  Treat AI output as a first draft. Read it critically, correct it, and apply your own institutional knowledge before it goes to a Minister, MEC, DG, Portfolio Committee or the public.
Keep a human, and the correct delegation, in charge of decisions
•  Use AI to organise your thinking and speed up drafting, not to make final policy, legal, financial or disciplinary decisions.
•  For anything with legal, financial, labour or compliance implications, confirm the output with Legal Services, the CFO's office, Labour Relations or National Treasury as appropriate.
Protect institutional voice and public trust
•  Edit AI-generated communication so it reflects the department's tone and is factually accurate. Public trust depends on accuracy.
•  Be mindful that public communication may be scrutinised in Parliament, by the media or in court; avoid speculative or unverified claims.
Manage access and accountability
•  Only use AI tools approved by your department's IT security and information governance policies.
•  Keep a record of significant prompts and outputs used to inform decisions, in case you need to explain your reasoning in an audit, PAIA request or oversight process.
	Golden rule
AI produces a first draft. You, and the department's accounting officer, remain accountable for the final output. Always verify against legislation, policy and delegations, and always own the result.




The Government Departments Prompt Library
The following 50 prompts are grouped into 10 practical work areas relevant to South African government departments. They are written for public servants across national, provincial and local government and can be adapted to almost any department, from social services to infrastructure, finance to justice.
	How to customise the prompts
Replace the words in square brackets with your own information. Add more context whenever possible: your department, programme, legislative mandate, current figures and desired outcome. After the first answer, ask follow-up questions until the output is useful enough to act on, and always verify against the applicable legislation and policy framework.




	PROMPT LIBRARY 1
Policy Development and Legislative Drafting
Use these prompts to draft, review and strengthen policy documents, bills, regulations and departmental strategies.



Prompt 1: Draft a Policy Position Paper
	COPY, EDIT AND PASTE PROMPT: Draft a Policy Position Paper
Use this when: you need a structured first draft of a policy position for internal review.
Goal: Draft a policy position paper on [policy issue] for my department.
Context: I work in [directorate/branch] within the [Department name]. The policy issue affects [target population/sector]. Relevant legislation includes [Acts, White Papers or NDP priorities].
Source: Use the background notes and evidence below: [paste research, statistics or prior submissions].
Expectation: Produce a structured position paper with problem statement, policy options, evidence, risks, recommended option and implementation considerations, in plain, professional language suitable for a Director-General briefing.



Useful follow-up prompts:
•  Create a 1-page executive summary for the Minister.
•  Identify stakeholders who should be consulted before finalising this policy.
•  Draft the accompanying Cabinet Memorandum outline.

Prompt 2: Review a Draft Bill or Regulation for Clarity
	COPY, EDIT AND PASTE PROMPT: Review a Draft Bill or Regulation for Clarity
Use this when: you need to check that a draft bill or regulation is clear, consistent and implementable.
Goal: Review this draft bill or regulation for clarity, consistency and implementation risks.
Context: The draft relates to [subject matter] and falls under [Act/Department]. It will affect [implementing agencies/public].
Source: Use the draft text below: [paste clause or section].
Expectation: Identify unclear wording, inconsistent definitions, implementation gaps and unintended consequences. Suggest plain-language redrafts for problem clauses, and flag anything that may need Legal Services or State Law Advisor input.



Useful follow-up prompts:
•  Summarise the changes needed in a memo to the drafter.
•  Create a plain-language explainer of this clause for the public.
•  Identify sections likely to attract public comment.

Prompt 3: Prepare a Public Participation Summary
	COPY, EDIT AND PASTE PROMPT: Prepare a Public Participation Summary
Use this when: you have received public comments on a policy or draft regulation and need to summarise them.
Goal: Summarise public comments received during a public participation process on [policy/bill].
Context: Comments were received from [number] stakeholders including [types: civil society, business, provinces, unions]. The process ran from [dates].
Source: Use the comments below: [paste or list comments/submissions].
Expectation: Group comments by theme, indicate support/opposition/neutral, summarise key concerns, and recommend which comments should lead to changes in the policy, with reasons.



Useful follow-up prompts:
•  Draft responses to the three most common concerns.
•  Create a report-back table for the Portfolio Committee.
•  Identify comments that raise legal risk.

Prompt 4: Align a Departmental Strategy to the NDP and MTSF
	COPY, EDIT AND PASTE PROMPT: Align a Departmental Strategy to the NDP and MTSF
Use this when: you need to show how departmental plans link to national priorities.
Goal: Show how my department's strategic priorities align with the National Development Plan and the current Medium-Term Strategic Framework.
Context: My department is [Department name]. Our strategic goals are [list goals]. The relevant MTSF priority is [priority/outcome].
Source: Use our strategic plan extracts here: [paste goals, outcomes, indicators].
Expectation: Create an alignment table mapping departmental goals to NDP pillars and MTSF priorities/outcomes, and identify any gaps or misalignments that should be addressed in the next planning cycle.



Useful follow-up prompts:
•  Draft the alignment narrative for the Annual Performance Plan.
•  Identify indicators that should be added to track this alignment.
•  Create a one-page visual summary for the Executive Committee.

Prompt 5: Prepare Briefing Notes for a Portfolio Committee
	COPY, EDIT AND PASTE PROMPT: Prepare Briefing Notes for a Portfolio Committee
Use this when: you are preparing a Minister, DG or senior official to appear before a Parliamentary or Provincial Portfolio Committee.
Goal: Prepare briefing notes for a Portfolio Committee appearance on [topic].
Context: The Committee has raised concerns about [issue]. The department's current position is [position]. Likely questions include [list if known].
Source: Use the background information and prior responses below: [paste notes, previous Hansard extracts, correspondence].
Expectation: Create briefing notes with key messages, anticipated questions and suggested responses, sensitive issues to manage carefully, and a one-page summary suitable for the accounting officer.



Useful follow-up prompts:
•  Draft opening remarks for the Minister or DG.
•  Create a Q&A rehearsal sheet for senior officials.
•  Identify follow-up actions likely to be requested by the Committee.



	PROMPT LIBRARY 2
Public Communication and Stakeholder Engagement
Use these prompts to communicate clearly with citizens, media, provinces and municipalities, and to manage public messaging.



Prompt 6: Draft a Public Statement or Media Release
	COPY, EDIT AND PASTE PROMPT: Draft a Public Statement or Media Release
Use this when: the department needs to communicate a decision, programme or response to the public.
Goal: Draft a media statement announcing [decision/programme/event].
Context: The announcement affects [target audience]. Key facts are [facts]. The tone should be [reassuring/informative/urgent].
Source: Use these approved facts and quotes: [paste facts, spokesperson quote, background].
Expectation: Write a media statement with headline, dateline, lead paragraph, supporting detail, an attributed quote, and standard departmental boilerplate, following plain-language principles for public communication.



Useful follow-up prompts:
•  Create a shorter social media version.
•  Draft anticipated media questions and responses.
•  Translate the key message into a simple citizen-facing notice.

Prompt 7: Respond to Negative Media Coverage
	COPY, EDIT AND PASTE PROMPT: Respond to Negative Media Coverage
Use this when: the department has been criticised in the media and needs a calm, factual response.
Goal: Draft a factual, calm response to media coverage about [issue].
Context: The article/report claimed [claim]. The actual facts are [facts]. Our desired outcome is [correction/clarification/no further comment].
Source: Use the article summary and internal facts below: [paste article summary and correct facts].
Expectation: Write a professional response that corrects inaccuracies without being defensive, protects the department's credibility, and suggests whether a follow-up statement or interview is advisable.



Useful follow-up prompts:
•  Create talking points for a radio interview on this topic.
•  Draft an internal note briefing the Minister's office.
•  Suggest proactive messaging to prevent recurrence.

Prompt 8: Plan a Stakeholder Engagement Session
	COPY, EDIT AND PASTE PROMPT: Plan a Stakeholder Engagement Session
Use this when: you are consulting municipalities, provinces, civil society or business on a departmental initiative.
Goal: Plan a stakeholder engagement session on [topic].
Context: Attendees include [list stakeholder groups]. The purpose is [inform/consult/co-design]. The session will be [in-person/virtual/hybrid].
Source: Use these objectives and background notes: [paste notes].
Expectation: Create an agenda, discussion questions, pre-reading for attendees, facilitation notes and a plan for capturing input and feeding it back to decision-makers.



Useful follow-up prompts:
•  Draft the invitation letter to stakeholders.
•  Create a feedback capture template for the session.
•  Draft a report-back summary structure for after the session.

Prompt 9: Create Plain-Language Citizen Communication
	COPY, EDIT AND PASTE PROMPT: Create Plain-Language Citizen Communication
Use this when: a policy, benefit or process needs to be explained clearly to the public.
Goal: Explain [policy/process/benefit] in plain language for members of the public.
Context: The audience is [general public/specific community]. Literacy and language considerations include [details]. The purpose is to help people [apply/comply/access a service].
Source: Use the technical description below: [paste technical or legal text].
Expectation: Rewrite the information in plain language with short sentences, a step-by-step process, and a simple FAQ, avoiding jargon and legal terminology where possible.



Useful follow-up prompts:
•  Create a version suitable for an SMS or WhatsApp broadcast.
•  Translate the key steps into isiZulu, Afrikaans and Sesotho placeholders for translation.
•  Create a poster-style summary for a service point.

Prompt 10: Manage Intergovernmental Communication on a Joint Programme
	COPY, EDIT AND PASTE PROMPT: Manage Intergovernmental Communication on a Joint Programme
Use this when: your department is coordinating messaging with other spheres of government on a shared programme.
Goal: Draft a coordinated communication brief for a joint programme involving [other departments/provinces/municipalities].
Context: The programme is [programme name]. Each sphere has a role: [describe roles]. A consistent public message is required by [date].
Source: Use these programme details and existing messaging: [paste notes].
Expectation: Create a single-message communication brief with key facts, agreed terminology, spokesperson responsibilities by sphere, and a shared FAQ to avoid conflicting public statements.



Useful follow-up prompts:
•  Draft the joint media statement.
•  Create a communication risk log for this programme.
•  Suggest a sign-off process across departments before release.



	PROMPT LIBRARY 3
Service Delivery and Citizen Support
Use these prompts to improve frontline service delivery, reduce queues and complaints, and apply the Batho Pele principles practically.



Prompt 11: Improve a Citizen-Facing Process
	COPY, EDIT AND PASTE PROMPT: Improve a Citizen-Facing Process
Use this when: a service process is slow, confusing or generating complaints.
Goal: Improve a citizen-facing service process to reduce delays and complaints.
Context: The process is [describe process, e.g. grant application, licence renewal, permit issuing]. It currently takes [time] and involves [steps/offices]. Common complaints are [complaints].
Source: Use these process notes and complaint examples: [paste notes].
Expectation: Map the current process, identify bottlenecks and points of failure, and propose a simplified process aligned with the Batho Pele principles, with responsible officials and a realistic implementation timeline.



Useful follow-up prompts:
•  Create a one-page process map for frontline staff.
•  Draft a citizen-facing explanation of the new process.
•  Identify quick wins that can be implemented within 30 days.

Prompt 12: Respond to a Citizen Complaint
	COPY, EDIT AND PASTE PROMPT: Respond to a Citizen Complaint
Use this when: you need to respond professionally to a complaint from a member of the public.
Goal: Draft a professional, empathetic response to a citizen complaint.
Context: The complaint is about [issue]. The facts are [facts]. The desired outcome is [resolution/explanation/apology/referral].
Source: Use the complaint text below: [paste complaint].
Expectation: Write a calm, respectful and clear response that acknowledges the concern, explains the process or decision, avoids legal or defensive language, and sets out the next steps and any escalation channel such as the Public Protector or Presidential Hotline where relevant.



Useful follow-up prompts:
•  Create a shorter SMS or WhatsApp version.
•  Draft an internal memo recommending a process fix.
•  Suggest how to prevent similar complaints in future.

Prompt 13: Design a Batho Pele Service Standards Charter
	COPY, EDIT AND PASTE PROMPT: Design a Batho Pele Service Standards Charter
Use this when: a unit or service point needs clear, public-facing service standards.
Goal: Create a service standards charter for a departmental service point, aligned with the Batho Pele principles.
Context: The service point is [describe, e.g. district office, call centre, licensing office]. Services offered include [list]. Current turnaround times are [details].
Source: Use these service details and past performance notes: [paste notes].
Expectation: Create a service charter covering courtesy, information, openness and transparency, redress, value for money, access, and consultation, with specific measurable turnaround commitments for each service.



Useful follow-up prompts:
•  Create a poster version for display at the service point.
•  Draft a staff briefing on implementing the charter.
•  Create a simple monthly compliance checklist.

Prompt 14: Prepare a Call Centre or Frontline Script
	COPY, EDIT AND PASTE PROMPT: Prepare a Call Centre or Frontline Script
Use this when: frontline staff need consistent, professional scripts for common citizen queries.
Goal: Create a professional script for frontline or call centre staff handling [type of enquiry].
Context: Staff interact with citizens via [phone/counter/WhatsApp]. Common questions are [list questions]. Sensitive situations include [describe, e.g. delays, rejections, vulnerable applicants].
Source: Use these common queries and current responses: [paste notes].
Expectation: Create a script with greeting, verification steps, standard responses to common queries, guidance for difficult conversations, and an escalation path, in a tone that is respectful and easy to follow.



Useful follow-up prompts:
•  Create a shorter quick-reference card for staff desks.
•  Draft role-play scenarios for training.
•  Create guidance for handling an angry or distressed citizen.

Prompt 15: Analyse Service Delivery Complaint Trends
	COPY, EDIT AND PASTE PROMPT: Analyse Service Delivery Complaint Trends
Use this when: you want to understand recurring complaint themes to guide improvement.
Goal: Analyse complaint data to identify recurring service delivery problems.
Context: Complaints were logged through [channels: call centre, website, Presidential Hotline, walk-in]. The period under review is [dates]. Volume is approximately [number] complaints.
Source: Use this complaint data or summary below: [paste data or examples].
Expectation: Group complaints into themes, identify the top recurring issues, estimate likely root causes, and recommend the top five corrective actions with responsible units and target dates.



Useful follow-up prompts:
•  Create a dashboard layout for monthly complaint tracking.
•  Draft a report-back memo to the accounting officer.
•  Identify which complaints suggest a systemic policy issue rather than a service failure.



	PROMPT LIBRARY 4
Budgeting and Public Finance Management
Use these prompts to support budget preparation, in-year monitoring, and compliance with the PFMA, MFMA and Treasury Regulations.



Prompt 16: Prepare a Budget Motivation
	COPY, EDIT AND PASTE PROMPT: Prepare a Budget Motivation
Use this when: you need to motivate for additional or reprioritised budget for a programme.
Goal: Draft a budget motivation for additional funding for [programme/project].
Context: The programme is [programme name] under [budget vote/programme number]. Current allocation is R[amount]. The requested additional amount is R[amount] to achieve [outcome].
Source: Use these figures and justification notes: [paste notes, performance data, cost breakdown].
Expectation: Create a budget motivation with problem statement, cost breakdown, expected outcomes and impact if not funded, aligned to Treasury guidelines for MTEF submissions, in a format suitable for submission to the budget office.



Useful follow-up prompts:
•  Create a one-page summary for the Chief Financial Officer.
•  Identify possible reprioritisation options within the existing baseline.
•  Draft the risk section if funding is not approved.

Prompt 17: Explain In-Year Monitoring Variances
	COPY, EDIT AND PASTE PROMPT: Explain In-Year Monitoring Variances
Use this when: actual spending differs significantly from the budget and needs to be explained.
Goal: Explain budget variances for the [month/quarter] in-year monitoring report.
Context: Budget for the period was R[amount]. Actual expenditure was R[amount]. Variance is [over/under]-spending on [programme/economic classification].
Source: Use these expenditure figures and notes: [paste figures and known reasons].
Expectation: Provide a plain-English explanation of the variance, likely causes, corrective action required, and implications for full-year spending, suitable for inclusion in a Section 40 (PFMA) or Section 71 (MFMA) report.



Useful follow-up prompts:
•  Draft a cover memo for the accounting officer.
•  Create a corrective action tracker for under-performing programmes.
•  Identify programmes at risk of under-spending by year-end.

Prompt 18: Draft an Irregular Expenditure Explanation
	COPY, EDIT AND PASTE PROMPT: Draft an Irregular Expenditure Explanation
Use this when: irregular, fruitless or wasteful expenditure has been identified and must be reported and explained.
Goal: Draft an explanation and remedial action plan for irregular expenditure identified in [programme/transaction].
Context: The expenditure relates to [describe transaction]. It occurred because [cause, e.g. non-compliance with SCM process]. The amount involved is R[amount].
Source: Use the facts of the transaction below: [paste details, dates, officials involved where appropriate].
Expectation: Draft a factual explanation covering what happened, why it is classified as irregular, whether it should be condoned or recovered, and the remedial steps to prevent recurrence, in the format typically required for inclusion in the annual financial statements disclosure note.



Useful follow-up prompts:
•  Create a checklist to prevent similar irregular expenditure.
•  Draft a memo recommending disciplinary or corrective process where appropriate.
•  Identify which internal control weakness allowed this to happen.

Prompt 19: Prepare for an Audit Committee or AGSA Engagement
	COPY, EDIT AND PASTE PROMPT: Prepare for an Audit Committee or AGSA Engagement
Use this when: you are preparing responses ahead of an Auditor-General South Africa (AGSA) audit or Audit Committee meeting.
Goal: Prepare briefing material ahead of an AGSA audit or Audit Committee meeting on [focus area].
Context: The focus area is [e.g. supply chain, performance information, compliance]. Previous audit findings included [findings]. Progress since then is [progress].
Source: Use the prior audit findings and progress notes below: [paste notes].
Expectation: Create a briefing pack summarising each finding, root cause, corrective action taken, evidence available, and outstanding risks, in a format suitable for presentation to the Audit Committee.



Useful follow-up prompts:
•  Draft a management response letter for unresolved findings.
•  Create an action plan tracker with due dates and owners.
•  Identify findings likely to repeat if not addressed urgently.

Prompt 20: Draft a Cost-Containment Plan
	COPY, EDIT AND PASTE PROMPT: Draft a Cost-Containment Plan
Use this when: the department needs to reduce non-essential spending in line with Treasury cost-containment guidelines.
Goal: Develop a cost-containment plan for my department or unit.
Context: Our main discretionary expense categories are [travel, catering, consultants, venues, subsistence]. Current annual spend on these is approximately R[amount].
Source: Use these expenditure figures: [paste figures].
Expectation: Identify practical, compliant cost-saving measures aligned with National Treasury cost-containment instructions, estimate potential savings, and flag any risks to service delivery from cutting too deeply.



Useful follow-up prompts:
•  Create a staff communication explaining the new measures.
•  Draft a monthly cost-containment monitoring template.
•  Identify categories where spending should not be cut.



	PROMPT LIBRARY 5
Human Resources and Public Sector Administration
Use these prompts for recruitment, performance management, and staff administration within the public service regulatory framework.



Prompt 21: Draft a Job Advertisement and Post Requirements
	COPY, EDIT AND PASTE PROMPT: Draft a Job Advertisement and Post Requirements
Use this when: you are advertising a public service post and need to comply with recruitment prescripts.
Goal: Draft a job advertisement for the post of [job title] in [directorate].
Context: The post is on salary level [level]. Key requirements are [qualifications, experience, competencies]. The post reports to [role].
Source: Use the approved job description below: [paste job description].
Expectation: Create a compliant advertisement with purpose of the job, minimum requirements, key responsibilities, competencies, and standard public service application instructions, ready for submission to HR and Communications for publication.



Useful follow-up prompts:
•  Draft interview questions aligned to the competency requirements.
•  Create a shortlisting scorecard for this post.
•  Draft the regret letter template for unsuccessful applicants.

Prompt 22: Prepare for a Performance Assessment Discussion
	COPY, EDIT AND PASTE PROMPT: Prepare for a Performance Assessment Discussion
Use this when: you are conducting a mid-year or annual performance assessment with a staff member.
Goal: Help me prepare for a performance assessment discussion with an employee.
Context: The employee's role is [role]. Performance against the performance agreement has been [strong/mixed/below expectation] in areas of [describe].
Source: Use these performance notes and examples: [paste notes].
Expectation: Create a discussion structure with specific examples, balanced feedback, development areas, agreed actions, and a fair, professional tone consistent with the Public Service performance management and development system.



Useful follow-up prompts:
•  Draft a personal development plan template.
•  Create talking points for a difficult conversation about underperformance.
•  Draft the written performance summary for the file.

Prompt 23: Create an Onboarding Plan for a New Official
	COPY, EDIT AND PASTE PROMPT: Create an Onboarding Plan for a New Official
Use this when: a new employee is joining and needs a structured induction.
Goal: Create an onboarding and induction plan for a new official joining [directorate].
Context: The new employee will work as [role]. They need to understand [systems, policies, stakeholders, processes]. Induction should comply with departmental and DPSA induction requirements.
Source: Use these notes about the role and unit: [paste notes].
Expectation: Create a 30-60-90 day induction plan covering compliance training, systems access, key stakeholder introductions, mentoring, and success checkpoints.



Useful follow-up prompts:
•  Create a first-week checklist for the supervisor.
•  Draft an induction feedback form.
•  Create a list of mandatory compliance training to schedule.

Prompt 24: Draft Minutes and Outcomes for a Disciplinary or Grievance Process
	COPY, EDIT AND PASTE PROMPT: Draft Minutes and Outcomes for a Disciplinary or Grievance Process
Use this when: you need a clear, fair, procedurally sound record of an HR process.
Goal: Help me structure the record and outcome letter for a [disciplinary/grievance] process.
Context: The matter relates to [describe issue factually]. The process followed was [steps taken]. The applicable prescripts are [PSCBC resolutions, disciplinary code, Labour Relations Act].
Source: Use these facts and process notes: [paste notes].
Expectation: Draft a factual, neutral record of proceedings and a clearly reasoned outcome letter, avoiding legal conclusions beyond the record, and recommend that the final outcome be checked by Labour Relations or Legal Services before issuing.



Useful follow-up prompts:
•  Create a checklist to confirm procedural fairness was followed.
•  Draft a short summary for the HR file.
•  Identify what evidence should be retained in case of appeal.

Prompt 25: Build a Skills Development and Training Plan
	COPY, EDIT AND PASTE PROMPT: Build a Skills Development and Training Plan
Use this when: you are compiling a Workplace Skills Plan or unit-level training plan.
Goal: Create a skills development plan for my unit aligned with the Workplace Skills Plan process.
Context: The unit is [unit name] with [number] staff. Identified skills gaps include [list gaps]. Budget available is approximately R[amount].
Source: Use these skills audit notes: [paste notes].
Expectation: Create a training plan with priority skills, training interventions, delivery method, responsible person, timeline and expected impact on service delivery, suitable for inclusion in the departmental Workplace Skills Plan submission.



Useful follow-up prompts:
•  Create a training needs survey for staff.
•  Identify which training should be prioritised given limited budget.
•  Draft a report on training completed for the year.



	PROMPT LIBRARY 6
Monitoring, Evaluation and Reporting
Use these prompts to strengthen performance reporting, annual reports, and monitoring and evaluation practice.



Prompt 26: Draft Quarterly Performance Report Narrative
	COPY, EDIT AND PASTE PROMPT: Draft Quarterly Performance Report Narrative
Use this when: you need to explain performance against targets in the Annual Performance Plan.
Goal: Draft the narrative for a quarterly performance report on programme [programme name].
Context: The target for this quarter was [target]. Actual performance was [actual]. Reasons for variance are [reasons].
Source: Use these performance figures and evidence notes: [paste figures].
Expectation: Write a clear narrative explaining performance against target, reasons for over- or under-achievement, corrective measures, and evidence references, in the format typically required by DPME or provincial Treasury reporting templates.



Useful follow-up prompts:
•  Create a one-page performance dashboard for this programme.
•  Draft the corrective action section for underperforming indicators.
•  Identify indicators at risk of not meeting the annual target.

Prompt 27: Design a Monitoring and Evaluation Framework for a Programme
	COPY, EDIT AND PASTE PROMPT: Design a Monitoring and Evaluation Framework for a Programme
Use this when: a new programme needs indicators and a monitoring plan before implementation.
Goal: Design a monitoring and evaluation framework for [programme name].
Context: The programme aims to achieve [outcome]. Target beneficiaries are [beneficiaries]. Implementation partners include [partners].
Source: Use the programme design and logic model notes below: [paste notes].
Expectation: Create a results chain (inputs, activities, outputs, outcomes, impact), SMART indicators for each level, data sources, collection frequency, and responsible units, aligned with the National Evaluation Policy Framework approach.



Useful follow-up prompts:
•  Create a data collection template for frontline offices.
•  Draft terms of reference for a mid-term evaluation.
•  Identify indicators that are difficult to measure and suggest alternatives.

Prompt 28: Draft Sections of the Annual Report
	COPY, EDIT AND PASTE PROMPT: Draft Sections of the Annual Report
Use this when: you are compiling narrative sections of the departmental Annual Report.
Goal: Draft the [programme performance/human resources/governance] section of the Annual Report.
Context: The reporting period is [financial year]. Key achievements were [achievements]. Key challenges were [challenges].
Source: Use these performance and compliance figures: [paste figures and notes].
Expectation: Write a clear, accurate narrative in the tone and structure required by National Treasury's Annual Report guide, covering achievements, challenges, corrective measures and forward-looking commitments, avoiding overstatement of performance.



Useful follow-up prompts:
•  Create a table summarising targets, actual performance and variance.
•  Draft the accounting officer's overview statement.
•  Identify gaps where supporting evidence may be insufficient.

Prompt 29: Prepare a Root Cause Analysis for Underperformance
	COPY, EDIT AND PASTE PROMPT: Prepare a Root Cause Analysis for Underperformance
Use this when: a programme has consistently missed targets and needs deeper analysis.
Goal: Conduct a root cause analysis of underperformance in [programme/indicator].
Context: The target has been missed for [number] consecutive quarters. Possible contributing factors include [list, e.g. budget cuts, staff vacancies, supply chain delays, external factors].
Source: Use this performance history and contextual notes: [paste notes].
Expectation: Use a structured root cause method (such as the 5 Whys) to identify underlying causes, distinguish controllable from external factors, and recommend a realistic turnaround plan with milestones.



Useful follow-up prompts:
•  Create a turnaround plan template with monthly milestones.
•  Draft a memo escalating a factor outside departmental control.
•  Identify which root causes require budget reprioritisation to fix.

Prompt 30: Summarise Evaluation Findings for Decision-Makers
	COPY, EDIT AND PASTE PROMPT: Summarise Evaluation Findings for Decision-Makers
Use this when: an evaluation report has been completed and needs to be summarised for senior management or Cabinet.
Goal: Summarise the findings and recommendations of an evaluation report for senior decision-makers.
Context: The evaluation covered [programme/policy]. It was conducted by [internal team/external service provider]. Key findings include [findings].
Source: Use the evaluation report extract below: [paste key findings and recommendations].
Expectation: Create a concise executive summary with key findings, implications, recommended management response per recommendation, and a suggested implementation plan and timeline.



Useful follow-up prompts:
•  Draft the management response document.
•  Create a one-page infographic-style summary.
•  Identify recommendations that require Treasury or Cabinet approval to implement.



	PROMPT LIBRARY 7
Procurement and Supply Chain Management
Use these prompts to support fair, transparent and compliant procurement processes within the SCM regulatory framework.



Prompt 31: Draft Terms of Reference for a Tender
	COPY, EDIT AND PASTE PROMPT: Draft Terms of Reference for a Tender
Use this when: you are preparing specifications for a competitive bid.
Goal: Draft terms of reference / scope of work for a tender to procure [goods/services].
Context: The requirement is for [description]. The estimated value is R[amount]. The contract period is [duration]. Key deliverables include [deliverables].
Source: Use these requirement notes and prior specifications: [paste notes].
Expectation: Create a clear scope of work with background, objectives, deliverables, timelines, minimum qualification criteria, evaluation criteria (functionality, price, B-BBEE in line with the PPPFA), and reporting requirements, avoiding specifications that could unfairly favour a specific supplier.



Useful follow-up prompts:
•  Draft the evaluation scoring sheet for this tender.
•  Create a bidder briefing session agenda.
•  Identify specification risks that could lead to a tender challenge.

Prompt 32: Review a Bid Evaluation Report
	COPY, EDIT AND PASTE PROMPT: Review a Bid Evaluation Report
Use this when: you need to check a bid evaluation report for fairness and compliance before it goes to the Bid Adjudication Committee.
Goal: Review this bid evaluation report for completeness and compliance before submission to the Bid Adjudication Committee.
Context: The tender was for [description]. The evaluation used [functionality/price/B-BBEE] criteria as per the bid documents.
Source: Use the evaluation report summary below: [paste summary, scores, key findings].
Expectation: Check that scoring is consistent with the published criteria, that reasons for disqualification are clearly documented, and that the recommendation is well justified and defensible, flagging any gaps that could expose the process to challenge.



Useful follow-up prompts:
•  Draft the recommendation memo to the Bid Adjudication Committee.
•  Create a checklist for SCM compliance sign-off.
•  Identify what should be recorded to defend against a potential appeal.

Prompt 33: Draft a Deviation or Emergency Procurement Justification
	COPY, EDIT AND PASTE PROMPT: Draft a Deviation or Emergency Procurement Justification
Use this when: normal competitive bidding processes cannot be followed and a deviation must be justified.
Goal: Draft a justification for deviation from normal SCM processes for [goods/services].
Context: The circumstance requiring deviation is [describe, e.g. urgent service delivery need, sole supplier, disaster response]. The estimated value is R[amount].
Source: Use these facts and supporting evidence: [paste facts].
Expectation: Draft a factual justification addressing why normal processes could not be followed, why the deviation is reasonable and in the public interest, cost reasonableness, and the approval route required under Treasury Regulations, noting that all deviations must still be reported as required.



Useful follow-up prompts:
•  Create a checklist confirming this deviation meets Treasury requirements.
•  Draft the after-the-fact reporting note for the deviation register.
•  Identify whether a condonement process may be required.

Prompt 34: Develop a Supplier and Contract Performance Review
	COPY, EDIT AND PASTE PROMPT: Develop a Supplier and Contract Performance Review
Use this when: you need to assess whether a service provider is delivering against a contract.
Goal: Review contract performance for a service provider delivering [goods/services].
Context: The contract covers [scope] over [period]. Performance concerns include [issues, e.g. late delivery, quality, non-compliance].
Source: Use these performance records and correspondence: [paste notes].
Expectation: Create a contract performance assessment with performance against SLA, evidence of shortfalls, financial and service delivery impact, and recommended remedial action including penalties, cure notices or termination considerations, noting that termination decisions should be checked with Legal Services.



Useful follow-up prompts:
•  Draft a formal cure notice to the supplier.
•  Create a supplier scorecard template for ongoing monitoring.
•  Identify risks of terminating this contract mid-term.

Prompt 35: Prepare an SCM Compliance Checklist for a Procurement File
	COPY, EDIT AND PASTE PROMPT: Prepare an SCM Compliance Checklist for a Procurement File
Use this when: you need to ensure a procurement file is complete and audit-ready.
Goal: Create a compliance checklist for a procurement file before it is closed out.
Context: The procurement was for [goods/services] valued at R[amount], procured via [open tender/RFQ/deviation].
Source: Use the procurement process description below: [paste description of steps followed].
Expectation: Create a checklist covering demand management, specification approval, advertising, bid evaluation, adjudication, contract signing, and record-keeping requirements, so the file will withstand internal audit and AGSA scrutiny.



Useful follow-up prompts:
•  Identify which documents are most commonly missing in audits.
•  Create a filing structure template for procurement records.
•  Draft a note to SCM staff on record-keeping standards.



	PROMPT LIBRARY 8
Programme and Project Management
Use these prompts to plan, implement and track infrastructure and service delivery programmes and projects.



Prompt 36: Create a Project Implementation Plan
	COPY, EDIT AND PASTE PROMPT: Create a Project Implementation Plan
Use this when: a new project or infrastructure programme needs a practical implementation plan.
Goal: Create an implementation plan for [project name].
Context: The project aims to deliver [output, e.g. a clinic, a school, a system rollout] by [deadline]. Budget is R[amount]. Key partners are [partners].
Source: Use the project scope and business case notes below: [paste notes].
Expectation: Create an implementation plan with phases, milestones, responsible officials, budget allocation per phase, dependencies, risks and a monitoring approach, presented in a format suitable for a project steering committee.



Useful follow-up prompts:
•  Create a Gantt-style milestone table.
•  Identify the top 5 risks that could delay this project.
•  Draft the steering committee terms of reference.

Prompt 37: Prepare a Project Status Report
	COPY, EDIT AND PASTE PROMPT: Prepare a Project Status Report
Use this when: you need to report project progress to a steering committee or oversight structure.
Goal: Prepare a project status report for [project name].
Context: The project is at [phase/percentage complete]. Budget spent to date is R[amount] of R[total budget]. Key issues are [issues].
Source: Use these progress notes and figures: [paste notes].
Expectation: Create a status report with a traffic-light (red/amber/green) status summary, progress against milestones, budget status, key risks and issues, and decisions required from the steering committee.



Useful follow-up prompts:
•  Create an issues and risk log for ongoing tracking.
•  Draft a recovery plan for a delayed milestone.
•  Create a one-page summary for the accounting officer.

Prompt 38: Draft a Project Risk Register
	COPY, EDIT AND PASTE PROMPT: Draft a Project Risk Register
Use this when: you need a structured risk register for a project or programme.
Goal: Create a risk register for [project/programme name].
Context: The project involves [description]. Known risk areas include [budget, contractor performance, community disruption, environmental approvals, weather].
Source: Use these known risks and project details: [paste notes].
Expectation: Create a risk register with risk description, likelihood, impact, mitigation action, early warning indicators, contingency plan and risk owner, suitable for review at monthly project meetings.



Useful follow-up prompts:
•  Rank the risks by priority for management attention.
•  Create a monthly risk review checklist.
•  Draft an escalation memo for a high-impact risk.

Prompt 39: Prepare a Community Liaison and Change Management Plan
	COPY, EDIT AND PASTE PROMPT: Prepare a Community Liaison and Change Management Plan
Use this when: a project will affect a local community and needs proactive engagement.
Goal: Create a community liaison plan for [project name].
Context: The project will affect [community/ward]. Potential concerns include [job creation expectations, disruption, environmental impact, local procurement].
Source: Use these project and community context notes: [paste notes].
Expectation: Create a liaison plan with key messages, engagement channels, ward councillor and traditional leadership engagement, complaint-handling process, and a schedule of community meetings.



Useful follow-up prompts:
•  Draft an invitation letter for a community meeting.
•  Create a local content/local labour communication plan.
•  Draft a response to anticipated community concerns.

Prompt 40: Close Out a Completed Project
	COPY, EDIT AND PASTE PROMPT: Close Out a Completed Project
Use this when: a project has reached completion and needs a formal close-out process.
Goal: Prepare a project close-out report for [project name].
Context: The project delivered [outputs] against a budget of R[amount] over [duration]. Outstanding matters include [snags, retention payments, handover].
Source: Use these project delivery records: [paste notes].
Expectation: Create a close-out report covering delivery against scope, budget reconciliation, lessons learned, outstanding defects or retention, and handover arrangements to the operating unit.



Useful follow-up prompts:
•  Create a lessons-learned summary for future similar projects.
•  Draft the handover certificate to the operating department.
•  Identify unresolved matters that need follow-up after close-out.



	PROMPT LIBRARY 9
Intergovernmental Relations and Coordination
Use these prompts to coordinate effectively across national, provincial and local government spheres and with public entities.



Prompt 41: Prepare for an Intergovernmental Coordination Meeting
	COPY, EDIT AND PASTE PROMPT: Prepare for an Intergovernmental Coordination Meeting
Use this when: you are attending a MinMEC, technical working group or district coordination forum.
Goal: Prepare briefing notes for an intergovernmental coordination meeting on [topic].
Context: The forum is [MinMEC/technical working group/District Development Model forum]. Attendees include [spheres/departments]. The agenda item concerns [topic].
Source: Use these background notes and prior resolutions: [paste notes].
Expectation: Create briefing notes with background, our department's position, points to raise, anticipated positions of other spheres, and any decisions or resolutions we need to secure or avoid.



Useful follow-up prompts:
•  Draft talking points for the head of delegation.
•  Create a follow-up tracker for resolutions from this meeting.
•  Identify where provincial or municipal capacity constraints may affect implementation.

Prompt 42: Draft a Memorandum of Understanding Outline
	COPY, EDIT AND PASTE PROMPT: Draft a Memorandum of Understanding Outline
Use this when: your department is entering into a joint working arrangement with another organ of state or entity.
Goal: Draft an outline for a Memorandum of Understanding with [partner department/entity].
Context: The purpose of the collaboration is [purpose]. Each party's expected contribution is [contribution]. The duration is [period].
Source: Use these collaboration objectives and notes: [paste notes].
Expectation: Create an MOU outline with purpose, roles and responsibilities of each party, resource commitments, governance structure, reporting arrangements, and a dispute resolution clause, noting that the final MOU must be reviewed by Legal Services before signature.



Useful follow-up prompts:
•  Draft the governance structure and meeting cadence section.
•  Create a joint implementation plan template.
•  Identify risks if one party does not meet its commitments.

Prompt 43: Coordinate a District Development Model Initiative
	COPY, EDIT AND PASTE PROMPT: Coordinate a District Development Model Initiative
Use this when: your department's programme needs to be integrated into a district or metro one-plan.
Goal: Align a departmental programme with the District Development Model one-plan for [district/metro].
Context: The programme is [programme name]. The district's priorities include [priorities]. Other departments involved are [departments].
Source: Use the one-plan extract and programme details below: [paste notes].
Expectation: Identify how the programme contributes to district priorities, gaps in coordination with other spheres, and practical steps to integrate planning, budgeting and reporting with the district structures.



Useful follow-up prompts:
•  Create a joint planning session agenda with district stakeholders.
•  Draft a reporting template aligned to the one-plan.
•  Identify duplication or overlap with other departments' programmes.

Prompt 44: Support a Municipality with Technical Assistance
	COPY, EDIT AND PASTE PROMPT: Support a Municipality with Technical Assistance
Use this when: your department provides support to under-capacitated municipalities.
Goal: Design a technical support plan for a municipality struggling with [challenge, e.g. infrastructure maintenance, financial management, service delivery].
Context: The municipality is [name/type, e.g. Category B, rural, high-capacity district]. The core challenge is [challenge]. Available support mechanisms include [funding, secondments, training].
Source: Use these diagnostic notes on the municipality's capacity: [paste notes].
Expectation: Create a support plan with priority interventions, resources required, roles of provincial and national government, timelines, and indicators to measure improvement, mindful of respecting municipal executive authority.



Useful follow-up prompts:
•  Draft a letter proposing the support plan to the municipal manager.
•  Create a monitoring template for support provided.
•  Identify risks of the support plan being seen as undermining local autonomy.

Prompt 45: Draft a Joint Communication for a Cross-Cutting Issue
	COPY, EDIT AND PASTE PROMPT: Draft a Joint Communication for a Cross-Cutting Issue
Use this when: an issue spans several departments or spheres and needs a coordinated public message.
Goal: Draft a coordinated communication approach for a cross-cutting issue involving [departments/spheres].
Context: The issue is [issue, e.g. water shortage, disaster response, load shedding impact on services]. Each department has a distinct role: [describe].
Source: Use these facts and existing departmental statements: [paste notes].
Expectation: Create a coordination brief clarifying which department leads communication, shared key messages, and how each department's spokesperson should refer queries outside their mandate, to avoid conflicting public statements.



Useful follow-up prompts:
•  Draft the lead department's public statement.
•  Create an internal escalation protocol for media queries on this issue.
•  Identify which department should respond to Parliamentary questions on this matter.



	PROMPT LIBRARY 10
Governance, Compliance and Risk Management
Use these prompts to strengthen governance, manage risk, and ensure compliance with PAJA, POPIA and other public sector prescripts.



Prompt 46: Draft a PAJA-Compliant Administrative Decision Letter
	COPY, EDIT AND PASTE PROMPT: Draft a PAJA-Compliant Administrative Decision Letter
Use this when: an administrative decision affecting a person's rights must be communicated fairly.
Goal: Draft a decision letter for [type of application/decision] that complies with the Promotion of Administrative Justice Act (PAJA).
Context: The application was for [describe]. The decision is [approved/declined/conditions attached]. The reasons are [reasons].
Source: Use these facts and the applicable policy/legislation: [paste notes].
Expectation: Draft a letter that clearly states the decision, the reasons, the information considered, and the applicant's right to request further reasons or lodge an appeal/review, in plain and respectful language, and recommend legal review before issuing if the matter is contentious.



Useful follow-up prompts:
•  Draft the appeal process explanation for the applicant.
•  Create an internal record-of-decision template.
•  Identify what evidence should be kept in case of a review application.

Prompt 47: Prepare a POPIA Compliance Checklist for a New System or Process
	COPY, EDIT AND PASTE PROMPT: Prepare a POPIA Compliance Checklist for a New System or Process
Use this when: a new system, database or process will collect or process personal information.
Goal: Create a POPIA compliance checklist for a new [system/process] that will handle personal information.
Context: The system will collect [types of personal information] from [data subjects, e.g. citizens, employees, beneficiaries]. It will be used for [purpose].
Source: Use the system description below: [paste description].
Expectation: Create a checklist covering lawful basis for processing, purpose limitation, consent or other justification, security safeguards, data subject rights, retention periods, and whether an Information Officer review or Privacy Impact Assessment is required.



Useful follow-up prompts:
•  Draft a data privacy notice for citizens using this system.
•  Create a data breach response outline.
•  Identify third parties who may need data sharing agreements.

Prompt 48: Conduct a Departmental Risk Assessment
	COPY, EDIT AND PASTE PROMPT: Conduct a Departmental Risk Assessment
Use this when: you are updating the departmental risk register for a strategic risk area.
Goal: Conduct a risk assessment for [risk area, e.g. cybersecurity, fraud, service delivery failure, budget cuts].
Context: The department's operating context is [describe]. Prior incidents or near-misses include [describe if any].
Source: Use these context notes and any prior audit or risk findings: [paste notes].
Expectation: Identify key risks in this area, rate likelihood and impact, propose mitigation controls, assign risk owners, and suggest key risk indicators to monitor going forward, in a format consistent with the Enterprise Risk Management framework.



Useful follow-up prompts:
•  Create a risk heat map summary for the Risk Committee.
•  Draft a risk mitigation action plan with deadlines.
•  Identify which risks should be escalated to the Audit Committee.

Prompt 49: Draft a Fraud and Corruption Prevention Communication
	COPY, EDIT AND PASTE PROMPT: Draft a Fraud and Corruption Prevention Communication
Use this when: you need to raise awareness of fraud risks and reporting channels among staff or the public.
Goal: Draft a fraud and corruption awareness communication for [staff/public].
Context: The focus area is [e.g. procurement fraud, grant fraud, bribery for services]. The reporting channel is [National Anti-Corruption Hotline/departmental channel].
Source: Use these known risk scenarios: [paste examples].
Expectation: Create a clear communication explaining common fraud schemes to watch for, consequences, and how to report concerns confidentially, in a tone that encourages reporting without creating alarm.



Useful follow-up prompts:
•  Create a poster version for office noticeboards.
•  Draft talking points for a staff awareness session.
•  Create a simple do's and don'ts card for SCM staff.

Prompt 50: Prepare a Governance Self-Assessment Against King IV and PFMA Principles
	COPY, EDIT AND PASTE PROMPT: Prepare a Governance Self-Assessment Against King IV and PFMA Principles
Use this when: the department wants to benchmark its governance practices.
Goal: Conduct a governance self-assessment for my department against applicable public sector governance principles.
Context: The department's governance structures include [Audit Committee, Risk Committee, EXCO]. Areas of concern include [describe if known].
Source: Use these governance structure notes and recent audit or oversight findings: [paste notes].
Expectation: Assess governance practices against relevant principles (accountability, transparency, ethical leadership, effective oversight), identify gaps, and recommend practical improvements appropriate for a public sector department.



Useful follow-up prompts:
•  Create an action plan to close the top three governance gaps.
•  Draft a governance improvement report for the accounting officer.
•  Identify which gaps pose the highest audit or reputational risk.



Final Thoughts
AI becomes valuable in government when it is used consistently, responsibly, and within the frameworks that govern public administration. The aim is not to use AI for everything. The aim is to use it where it saves time, improves the clarity of policy and communication, strengthens governance, and helps officials serve the public more effectively.
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 department, programme and stakeholders. Over time, this becomes a practical institutional asset.
	Your next step
Choose one work area that matters most right now. Pick three prompts from that section. Use them this week. Refine the outputs, verify them against the applicable framework, and review what changed. Small, consistent and responsible 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, professionals and public servants.
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 department, consider building a companion library for another unit or sphere of government. Policy, finance, HR, communications or service delivery each benefit from their own tailored prompt set.
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