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The South African Practical AI Prompt Library
for South African Municipalities
50 practical GCSE prompts to save time, strengthen service delivery and support good governance.
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Welcome
South African municipalities operate under enormous pressure. Officials and administrators are expected to maintain ageing infrastructure, manage tight budgets, respond to residents, comply with legislation, and report to council, often all at the same time. This guide was created to help municipal officials use AI as a practical productivity tool, not as a theoretical concept.
The prompts in this guide are designed for everyday municipal use. They can help you draft reports faster, communicate more clearly with residents and council, structure compliance documents, and think through operational and service delivery challenges. They do not replace your judgement, your delegations of authority, or professional and legal advice. They help you organise your thinking and produce useful first drafts, reports, checklists and communications.
	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, especially in a municipal environment where accuracy, accountability and compliance matter.



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 municipality, department, ward, residents 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 municipal 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 municipality, department or ward.
1. Add any relevant source information, such as reports, notes, resident correspondence or meeting minutes.
1. Check the response carefully. AI can make mistakes and may miss important legislative or procedural 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 municipality.

	Practical reminder
Do not paste confidential resident information, ID numbers, banking details, employee records, tender information, or other POPIA-protected or classified municipal information into an AI tool unless you are certain your municipality's policies allow it and you understand the privacy settings of the tool you are using.



Tips for Better AI Results
1. Be specific about your municipality, department, ward, and the community you serve.
1. Use numbers where possible: budget figures, backlog counts, complaint volumes, collection rates or turnaround times.
1. Ask for tables, checklists, scripts or action 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 be more locally specific.
1. Use your judgement. AI is a support tool, not a substitute for accountable, compliant municipal decision-making.


Tips for Safe and Effective AI Use
AI can be a powerful tool for municipal officials, but it works best inside sensible guardrails. Keep these principles in mind every time you or your team use an AI tool for municipal business.
Protect confidential and classified information
1. Never paste resident ID numbers, banking details, passwords, indigent register details or personnel records into a public AI tool.
1. If in doubt about what is confidential or POPIA-protected, 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 simply wrong. Always verify facts, figures, legislation and regulations, including the MFMA, MSA and any bylaws.
1. Treat AI output as a first draft. Read it critically, correct it, and add your own institutional knowledge before it goes to a resident, councillor, colleague or the public.
Keep a human in charge of decisions
1. Use AI to organise your thinking and speed up drafting, not to make final financial, legal, HR, procurement or compliance decisions on its own.
1. For anything with legal, labour, supply chain, or governance implications, confirm the output with a qualified official, legal advisor or the relevant council process.
Protect your municipality's voice and relationships
1. Edit AI-generated messages so they sound like your municipality and reflect Batho Pele principles, not like a generic template.
1. Be transparent with residents, councillors and staff about when AI has been used to support (not replace) official communication, where relevant.
Manage access and accountability
1. Agree with your team and IT department which AI tools are approved for municipal use and what information may or may not be shared with them.
1. Keep a record of prompts and outputs used for important decisions, reports or council submissions, 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 municipality's reputation and accountability to residents, go on it. Always own the result.




The Municipal Prompt Library
The following 50 prompts are grouped into 10 practical municipal work areas. They are written for South African municipal officials and can be adapted across departments, directorates and municipality types, including metros, district and local municipalities.
	How to customise the prompts
Replace the words in square brackets with your own information. Add more context whenever possible: your municipality, ward, directorate, current numbers, challenges and desired outcome. After the first answer, ask follow-up questions until the output is useful enough to act on.
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Prompt Library 1: Service Delivery and Infrastructure Management
Use these prompts when planning maintenance, managing backlogs and improving how essential services reach residents.

Prompt 1: Create a Service Delivery Improvement Plan
	COPY, EDIT AND PASTE PROMPT: Create a Service Delivery Improvement Plan
Use this when: you need to focus limited resources on the most pressing service delivery gaps.
Goal: Create a practical service delivery improvement plan for my municipality.
Context: I work in the [directorate/department] of [municipality name], a [metro/local/district] municipality in [province]. Our biggest service delivery challenges are [list challenges, e.g. water, roads, waste, electricity].
Source: Use the information above and any additional notes I provide below: [paste notes, complaint data or backlog figures].
Expectation: Present a 90-day improvement plan with weekly priorities, actions, responsible official, budget implications, risks and success measures. Keep it realistic for constrained municipal resources.


Useful follow-up prompts:
1. Turn this into a report for the section 80 committee.
1. Create a one-page summary for the municipal manager.
1. Identify the top 5 risks in this plan and how to manage them.

Prompt 2: Draft an Infrastructure Maintenance Schedule
	COPY, EDIT AND PASTE PROMPT: Draft an Infrastructure Maintenance Schedule
Use this when: you need to plan preventative and reactive maintenance across municipal assets.
Goal: Help me draft a practical infrastructure maintenance schedule.
Context: My department is responsible for [roads/water/sanitation/electricity/facilities] in [municipality name]. Our current asset register shows [approximate age, condition and number of assets]. Our maintenance backlog is [describe backlog].
Source: Use these asset notes and inspection reports: [paste notes].
Expectation: Create a maintenance schedule with asset, priority, maintenance type, frequency, estimated cost, responsible team and risk if deferred. Present it in table format.


Useful follow-up prompts:
1. Turn this into a monthly maintenance calendar.
1. Identify which items should be escalated to capital budget.
1. Create a report explaining the backlog to council.

Prompt 3: Report on a Service Delivery Backlog
	COPY, EDIT AND PASTE PROMPT: Report on a Service Delivery Backlog
Use this when: you need to explain a backlog clearly to management, council or the public.
Goal: Draft a clear report explaining a service delivery backlog and the plan to address it.
Context: The backlog relates to [service, e.g. water leaks, potholes, refuse collection] in [ward/area]. The current backlog is [size/duration]. The causes include [causes, e.g. budget constraints, staff shortages, ageing infrastructure].
Source: Use these figures and notes: [paste data, complaint numbers, budget details].
Expectation: Write a factual, non-defensive report with background, current status, causes, action plan, timeline, budget required and communication plan for affected residents.


Useful follow-up prompts:
1. Create a shorter public-facing version.
1. Draft talking points for a ward councillor.
1. Create a tracking table to monitor progress.

Prompt 4: Prioritise Capital Projects
	COPY, EDIT AND PASTE PROMPT: Prioritise Capital Projects
Use this when: you have more infrastructure needs than budget and need a defensible prioritisation.
Goal: Help me prioritise capital infrastructure projects for the next financial year.
Context: My municipality has identified these candidate projects: [list projects]. Our budget constraints are [amount/limitations]. Our priorities from the IDP include [priorities].
Source: Use this project list, cost estimates and community needs data: [paste notes].
Expectation: Create a prioritisation matrix scoring each project on service delivery impact, urgency, cost, funding availability, community need and risk of inaction. Recommend a final ranked list with justification.


Useful follow-up prompts:
1. Create a version aligned to MIG funding criteria.
1. Draft a motivation for the top 3 projects.
1. Identify projects that could be phased to reduce cost.

Prompt 5: Improve Water and Electricity Loss Management
	COPY, EDIT AND PASTE PROMPT: Improve Water and Electricity Loss Management
Use this when: non-revenue water or electricity losses are affecting service and revenue.
Goal: Identify practical ways to reduce water or electricity losses in my municipality.
Context: My municipality currently experiences estimated losses of [percentage/volume] in [water/electricity]. Known contributing factors include [ageing infrastructure, illegal connections, meter faults, theft].
Source: Use these loss figures and technical notes: [paste data].
Expectation: Provide a table of interventions with action, expected impact, cost, timeframe, responsible department and dependencies. Include quick wins and longer-term capital interventions.


Useful follow-up prompts:
1. Create a public awareness campaign about illegal connections.
1. Draft a report motivating budget for meter replacement.
1. Create a monitoring dashboard for losses.
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Prompt Library 2: Billing, Revenue and Credit Control
Use these prompts to improve billing accuracy, revenue collection and communication with ratepayers and residents.

Prompt 6: Improve Revenue Collection in 90 Days
	COPY, EDIT AND PASTE PROMPT: Improve Revenue Collection in 90 Days
Use this when: collection rates are below target and you need practical, defensible actions.
Goal: Identify practical ways to improve municipal revenue collection over the next 90 days.
Context: My municipality's current collection rate is approximately [percentage]. Outstanding debtors total approximately R[amount]. Key challenges include [challenges, e.g. indigent households, billing disputes, non-payment culture].
Source: Use these debtor figures and notes: [paste notes].
Expectation: Provide a table with actions, why each matters, difficulty, expected impact, first step and responsible official. Consider billing accuracy, credit control policy, payment channels, indigent support and communication.


Useful follow-up prompts:
1. Draft a resident payment reminder message.
1. Create a credit control escalation schedule aligned to policy.
1. Turn this into a report for the mayoral committee.

Prompt 7: Draft a Billing Query Response
	COPY, EDIT AND PASTE PROMPT: Draft a Billing Query Response
Use this when: a resident has disputed a municipal account and you need a clear, professional reply.
Goal: Draft a professional response to a resident's billing query or dispute.
Context: The resident's account number is [account reference]. The dispute relates to [issue, e.g. incorrect meter reading, estimated billing, tariff applied]. The relevant facts are [facts].
Source: Use the account history and query details below: [paste details].
Expectation: Write a calm, factual and empathetic response that explains the finding, references the applicable tariff or policy, outlines next steps, and provides a query reference or escalation path.


Useful follow-up prompts:
1. Create a shorter SMS version.
1. Draft an internal note for the billing team.
1. Create a template for similar recurring queries.

Prompt 8: Explain Indigent Support and Rebates
	COPY, EDIT AND PASTE PROMPT: Explain Indigent Support and Rebates
Use this when: residents need a plain-language explanation of indigent registration and available rebates.
Goal: Create a clear plain-language explanation of indigent support and available rebates.
Context: My municipality's indigent policy provides for [describe support, e.g. free basic services, rates rebates]. Qualifying criteria include [criteria]. The application process requires [documents/steps].
Source: Use these policy details: [paste policy extract or summary].
Expectation: Create a resident-facing explanation with who qualifies, what is provided, how to apply, required documents, and where to get help. Keep the tone clear, respectful and free of jargon.


Useful follow-up prompts:
1. Create a WhatsApp-friendly version.
1. Create a one-page flyer outline.
1. Translate the key points into simplified isiZulu-style plain language notes for translators to refine.

Prompt 9: Create a Debt Recovery Communication Plan
	COPY, EDIT AND PASTE PROMPT: Create a Debt Recovery Communication Plan
Use this when: you need a structured, policy-aligned approach to communicating with defaulting accounts.
Goal: Create a staged debt recovery communication plan for defaulting municipal accounts.
Context: My municipality's credit control policy allows for [stages, e.g. reminder, final demand, restriction, legal handover]. Our current default profile is [describe, e.g. mostly residential, some business accounts].
Source: Use the credit control policy summary and debtor categories here: [paste notes].
Expectation: Create a staged communication plan with trigger point, channel, message tone, timeframe and escalation criteria for each stage, aligned to the credit control policy.


Useful follow-up prompts:
1. Draft the message for each stage.
1. Create a version for indigent-registered accounts.
1. Create a tracking sheet for follow-up.

Prompt 10: Prepare a Tariff Increase Communication
	COPY, EDIT AND PASTE PROMPT: Prepare a Tariff Increase Communication
Use this when: council has approved a tariff increase and residents need to understand it.
Goal: Draft a clear communication explaining an approved municipal tariff increase.
Context: The tariff increase applies to [service, e.g. water, electricity, rates] and takes effect from [date]. The approved increase is [percentage]. The reasons include [reasons, e.g. bulk purchase increases, infrastructure investment].
Source: Use the council resolution summary and tariff schedule here: [paste notes].
Expectation: Write a factual, transparent communication explaining what is changing, why, the effective date, an example of the impact on a typical account, and where residents can get more information.


Useful follow-up prompts:
1. Create a shorter social media version.
1. Draft frequently asked questions on the increase.
1. Create talking points for the call centre.
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Prompt Library 3: Public Communication and Media Relations
Use these prompts to communicate clearly with residents and the media, and to protect the municipality's reputation.

Prompt 11: Draft a Service Disruption Notice
	COPY, EDIT AND PASTE PROMPT: Draft a Service Disruption Notice
Use this when: a planned or unplanned service interruption needs to be communicated quickly.
Goal: Draft a clear public notice about a service disruption.
Context: The disruption affects [service, e.g. water supply, electricity, roads] in [area/ward]. The cause is [planned maintenance/fault/incident]. The expected duration is [timeframe].
Source: Use these technical notes from the operations team: [paste notes].
Expectation: Write a short, factual public notice with what is affected, the cause, expected restoration time, alternative arrangements if any, and a contact number for updates. Provide a long version and a short social media version.


Useful follow-up prompts:
1. Create a version for the municipal website.
1. Draft an update message if restoration is delayed.
1. Create a message thanking residents once resolved.

Prompt 12: Prepare a Media Statement
	COPY, EDIT AND PASTE PROMPT: Prepare a Media Statement
Use this when: an incident or issue requires an official municipal response to the media.
Goal: Draft a professional media statement responding to a municipal incident or issue.
Context: The issue is [describe issue]. The facts currently known are [facts]. The municipality's position is [position/response]. The spokesperson is [name/title].
Source: Use these background facts and any previous statements: [paste notes].
Expectation: Write a factual, measured media statement with headline, key facts, municipal response, next steps and a media contact line. Avoid speculation and legal admissions.


Useful follow-up prompts:
1. Create a shorter version for social media.
1. Draft anticipated media questions and suggested answers.
1. Create an internal briefing note for the mayor's office.

Prompt 13: Create a Resident Newsletter
	COPY, EDIT AND PASTE PROMPT: Create a Resident Newsletter
Use this when: you want to keep residents informed on municipal progress and news.
Goal: Create a resident newsletter covering recent municipal news and progress.
Context: My municipality is [municipality name]. Recent developments include [list, e.g. projects completed, upcoming events, service updates]. The newsletter is aimed at [residents/ratepayers/ward].
Source: Use these project updates and notes: [paste notes].
Expectation: Create a newsletter structure with a welcome note, top 3 updates, upcoming events, service reminders, contact details and a call to action. Keep the tone approachable and factual.


Useful follow-up prompts:
1. Create a shorter email version.
1. Create social media posts from the same content.
1. Suggest a layout for a printed ward newsletter.

Prompt 14: Respond to Social Media Complaints
	COPY, EDIT AND PASTE PROMPT: Respond to Social Media Complaints
Use this when: residents raise service complaints publicly on social media.
Goal: Draft professional responses to public social media complaints about municipal services.
Context: The complaints relate to [issue, e.g. water outage, uncollected refuse, poor response times]. Our current status on the issue is [status]. Our tone should be [empathetic/professional/firm].
Source: Use these example complaint posts: [paste examples].
Expectation: Create response templates that acknowledge the concern, avoid defensiveness, provide a factual update or next step, and direct the resident to an official channel for case-specific follow-up.


Useful follow-up prompts:
1. Create a version for a formal complaint on the website.
1. Create an escalation guide for the social media team.
1. Draft a follow-up message once the issue is resolved.

Prompt 15: Prepare Public Participation Materials
	COPY, EDIT AND PASTE PROMPT: Prepare Public Participation Materials
Use this when: you are hosting an IDP, budget or ward-based public participation session.
Goal: Create public participation materials for an upcoming community engagement session.
Context: The session covers [topic, e.g. draft IDP, draft budget, ward priorities]. It will be held in [ward/venue] on [date]. Attendees are expected to include [describe attendees].
Source: Use these background documents and key figures: [paste notes].
Expectation: Create an invitation notice, a plain-language summary of the topic, a short presentation outline, and a feedback form residents can use to submit comments.


Useful follow-up prompts:
1. Create a version translated in tone for a rural ward setting.
1. Draft a facilitator script for the session.
1. Create a summary report template for capturing community input.
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Prompt Library 4: Community and Stakeholder Engagement
Use these prompts to strengthen relationships with residents, ward committees, traditional leadership and business stakeholders.

Prompt 16: Prepare a Ward Committee Meeting
	COPY, EDIT AND PASTE PROMPT: Prepare a Ward Committee Meeting
Use this when: you need a focused, productive ward committee meeting.
Goal: Help me prepare a productive ward committee meeting.
Context: The ward is [ward number/area]. Current priority issues raised by residents include [issues]. The meeting purpose is [purpose, e.g. feedback on projects, IDP input].
Source: Use these community issues and previous meeting notes: [paste notes].
Expectation: Create a meeting agenda, discussion questions, feedback to report back on previous commitments, and a template for capturing new issues and action owners.


Useful follow-up prompts:
1. Create a one-page meeting summary template.
1. Draft an invitation message for committee members.
1. Create a tracker for outstanding ward issues.

Prompt 17: Draft a Response to a Community Petition
	COPY, EDIT AND PASTE PROMPT: Draft a Response to a Community Petition
Use this when: residents have submitted a petition and a formal response is required.
Goal: Draft a professional response to a community petition.
Context: The petition concerns [issue]. It was submitted by [community group/ward] on [date]. The municipality's current position or planned action is [position].
Source: Use the petition content and any internal assessment here: [paste details].
Expectation: Write a respectful, factual response acknowledging the petition, addressing each key concern, explaining what will and will not be actioned and why, and providing a way to follow up.


Useful follow-up prompts:
1. Create a shorter summary for a public notice board.
1. Draft talking points for a follow-up meeting with petitioners.
1. Create an internal action list from the petition.

Prompt 18: Build a Stakeholder Engagement Plan
	COPY, EDIT AND PASTE PROMPT: Build a Stakeholder Engagement Plan
Use this when: a project or decision affects multiple stakeholder groups and needs structured engagement.
Goal: Create a stakeholder engagement plan for a municipal project or decision.
Context: The project or decision is [describe]. Key stakeholders include [ward committees, business forums, traditional leadership, NGOs, other spheres of government]. The desired outcome is [outcome].
Source: Use these stakeholder notes and project details: [paste notes].
Expectation: Create a stakeholder map with stakeholder, interest, influence, engagement method, frequency and responsible official. Include a timeline for key engagement milestones.


Useful follow-up prompts:
1. Create an engagement report template.
1. Draft an invitation letter for key stakeholders.
1. Identify stakeholders most likely to raise objections and how to prepare.

Prompt 19: Engage Local Business and Investment Stakeholders
	COPY, EDIT AND PASTE PROMPT: Engage Local Business and Investment Stakeholders
Use this when: you want to strengthen relationships with local business for economic development.
Goal: Create an engagement approach for local business and investment stakeholders.
Context: My municipality wants to strengthen relationships with [local business chamber/investors/industry sector]. Our economic priorities include [priorities, e.g. LED strategy, job creation, investment attraction].
Source: Use these local economic development notes: [paste notes].
Expectation: Suggest engagement actions, a meeting cadence, discussion topics, and messaging that positions the municipality as a partner for local economic growth. Include a simple 90-day engagement plan.


Useful follow-up prompts:
1. Draft an invitation to a local business breakfast.
1. Create talking points on ease of doing business improvements.
1. Create a one-page investment profile outline for the municipality.

Prompt 20: Handle a Community Protest Situation
	COPY, EDIT AND PASTE PROMPT: Handle a Community Protest Situation
Use this when: service delivery frustration has led to community unrest and a considered response is needed.
Goal: Help me prepare a considered municipal response to community protest action.
Context: The protest relates to [issue, e.g. water shortages, housing, service delivery]. It is occurring in [ward/area]. Current facts on the ground are [facts]. Safety and security have been informed as [status].
Source: Use these situational notes: [paste notes].
Expectation: Create a response outline covering immediate safety considerations, an official holding statement, an engagement plan with community leaders, and a short and medium-term action plan to address root causes. Recommend that security and legal matters be handled by the relevant specialist units.


Useful follow-up prompts:
1. Draft the holding statement for media.
1. Create a briefing note for the municipal manager and mayor.
1. Create a longer-term community trust-building plan.
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Prompt Library 5: Governance, Compliance and Risk Management
Use these prompts to support compliance with the MFMA, MSA and other municipal legislation, and to manage institutional risk.

Prompt 21: Prepare an MFMA Compliance Checklist
	COPY, EDIT AND PASTE PROMPT: Prepare an MFMA Compliance Checklist
Use this when: you need to verify compliance with a specific MFMA requirement or deadline.
Goal: Create a practical compliance checklist for an MFMA requirement.
Context: The requirement relates to [e.g. mid-year budget assessment, SDBIP, annual financial statements, adjustments budget]. The relevant timeline is [dates]. Responsible officials include [roles].
Source: Use these process notes and any prior year documentation: [paste notes].
Expectation: Create a compliance checklist with task, MFMA section reference (to be verified), responsible official, deadline, status and evidence required. Note that legal references should be verified against the current Act.


Useful follow-up prompts:
1. Create a calendar of MFMA deadlines for the year.
1. Create a report format for submission to the mayoral committee.
1. Identify risks of non-compliance for this requirement.

Prompt 22: Draft a Risk Register Entry
	COPY, EDIT AND PASTE PROMPT: Draft a Risk Register Entry
Use this when: a new institutional or service delivery risk needs to be formally recorded.
Goal: Help me draft a risk register entry for a municipal risk.
Context: The risk relates to [describe risk, e.g. infrastructure failure, cyber security, financial sustainability, fraud]. It affects [department/service]. Current controls include [controls].
Source: Use these facts and any incident history: [paste notes].
Expectation: Create a risk register entry with risk description, category, likelihood, impact, current controls, residual risk rating, proposed mitigation actions, responsible owner and review date.


Useful follow-up prompts:
1. Create a summary for the risk management committee.
1. Rank this risk against other known municipal risks.
1. Create a mitigation action plan with timelines.

Prompt 23: Prepare for an Auditor-General Engagement
	COPY, EDIT AND PASTE PROMPT: Prepare for an Auditor-General Engagement
Use this when: your municipality is preparing for an AGSA audit or follow-up.
Goal: Help me prepare for an engagement with the Auditor-General of South Africa.
Context: The audit focus area is [e.g. supply chain management, performance information, financial statements]. Prior year findings included [findings]. Current corrective actions include [actions].
Source: Use these prior findings and action plan notes: [paste notes].
Expectation: Create a preparation plan with documentation required, responsible officials, status of corrective actions, anticipated audit questions, and a summary suitable for the audit committee. Recommend verifying legal and procedural detail with internal audit or MPAC support staff.


Useful follow-up prompts:
1. Create a status tracker for prior year findings.
1. Draft a management response to an anticipated finding.
1. Create a briefing note for the municipal manager.

Prompt 24: Draft a POPIA Compliance Note
	COPY, EDIT AND PASTE PROMPT: Draft a POPIA Compliance Note
Use this when: a department needs plain-language guidance on handling personal information.
Goal: Create plain-language guidance on POPIA compliance for a municipal department.
Context: The department is [department name]. It handles personal information such as [types of data, e.g. resident applications, indigent registers, billing accounts]. Common practices that need reviewing include [practices].
Source: Use these current data-handling practices: [paste notes].
Expectation: Create a plain-language guidance note covering what personal information is, key POPIA principles relevant to this department, common risks, and practical do's and don'ts. Recommend verification with the municipality's Information Officer for final compliance sign-off.


Useful follow-up prompts:
1. Create a one-page staff poster summarising key rules.
1. Create a checklist for handling a data breach.
1. Draft a consent form template for review by legal services.

Prompt 25: Review a Delegation of Authority Question
	COPY, EDIT AND PASTE PROMPT: Review a Delegation of Authority Question
Use this when: you need to think through whether a decision falls within your delegated authority.
Goal: Help me think through a delegation of authority question before making a decision.
Context: The decision relates to [describe decision, e.g. approving expenditure, appointing a service provider, approving leave]. My role is [role/title]. The relevant delegation framework provides [describe known delegation limits, if known].
Source: Use these facts about the decision and any known delegation clauses: [paste notes].
Expectation: Identify the key questions I should ask to confirm whether this decision is within my delegated authority, what documentation I should have on file, and who I should escalate to if uncertain. Recommend final confirmation with legal services or the office of the municipal manager.


Useful follow-up prompts:
1. Create a simple escalation flowchart for this type of decision.
1. Draft a memo requesting written confirmation of delegation.
1. Create a record-keeping template for delegated decisions.
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Prompt Library 6: Human Resources and Labour Relations
Use these prompts to support recruitment, performance management and fair labour practice within municipal HR processes.

Prompt 26: Create a Municipal Job Profile
	COPY, EDIT AND PASTE PROMPT: Create a Municipal Job Profile
Use this when: a vacant post needs a clear, defensible job profile.
Goal: Create a clear job profile for a municipal position.
Context: The position is [job title] in the [department] of [municipality name]. The post reports to [role]. Key responsibilities include [list].
Source: Use these notes about the post and organogram placement: [paste notes].
Expectation: Create a job profile with purpose, key responsibilities, minimum requirements, competencies, reporting line and performance measures, in a format suitable for inclusion in a recruitment pack.


Useful follow-up prompts:
1. Create interview questions aligned to this profile.
1. Create a shortlisting scorecard.
1. Draft the job advertisement text.

Prompt 27: Prepare for a Disciplinary Enquiry
	COPY, EDIT AND PASTE PROMPT: Prepare for a Disciplinary Enquiry
Use this when: a disciplinary matter requires structured, fair preparation.
Goal: Help me prepare a fair and structured approach to a disciplinary matter.
Context: The employee holds the position of [role]. The alleged conduct is [describe facts objectively]. Relevant policies include [disciplinary code/collective agreement].
Source: Use these incident notes and any prior warnings on file: [paste notes].
Expectation: Create a preparation outline covering the charge formulation approach, evidence to gather, procedural steps, and questions to prepare for the enquiry. Clearly state that this must be reviewed by a qualified labour relations officer or legal advisor before proceeding, and avoid drawing legal conclusions.


Useful follow-up prompts:
1. Create a notice of enquiry template for HR to finalise.
1. Draft talking points for the chairperson's opening statement.
1. Create a record-keeping checklist for the case file.

Prompt 28: Draft a Performance Agreement
	COPY, EDIT AND PASTE PROMPT: Draft a Performance Agreement
Use this when: you need to set clear, measurable performance objectives for a section 56/57 manager or official.
Goal: Help me draft a performance agreement with clear, measurable objectives.
Context: The role is [job title]. Key performance areas include [KPAs, e.g. service delivery, financial management, institutional development]. Strategic priorities from the IDP/SDBIP include [priorities].
Source: Use these KPA notes and prior year targets: [paste notes].
Expectation: Create a performance agreement structure with key performance area, indicator, target, weighting and evidence required, aligned to the municipal scorecard format.


Useful follow-up prompts:
1. Create a mid-year review template based on this agreement.
1. Suggest realistic targets based on the notes provided.
1. Create a one-page summary for the performance panel.

Prompt 29: Improve Internal Staff Communication
	COPY, EDIT AND PASTE PROMPT: Improve Internal Staff Communication
Use this when: communication gaps between departments or shifts are causing delays or errors.
Goal: Improve internal staff communication within my municipal department.
Context: My department has [number] staff across [shifts/sections]. Communication currently happens through [channels]. Common problems include [problems, e.g. missed handovers, unclear responsibilities].
Source: Use these examples of communication breakdowns: [paste examples].
Expectation: Suggest a simple communication rhythm, meeting structure, handover process, escalation process and a template for tracking outstanding actions between shifts or sections.


Useful follow-up prompts:
1. Create a shift handover template.
1. Create a weekly section meeting agenda.
1. Draft communication guidelines for the team.

Prompt 30: 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 the municipality and needs structured onboarding.
Goal: Create a practical onboarding plan for a new municipal official.
Context: The new official will work as [role] in [department]. They need to understand [systems, policies, ward areas, key stakeholders, reporting lines].
Source: Use these notes about the role and department: [paste notes].
Expectation: Create a 30-day onboarding plan with week-by-week activities, key policies to read, systems training, shadowing, check-ins, and documents required, including relevant supply chain, HR and code of conduct policies.


Useful follow-up prompts:
1. Create a first-day checklist.
1. Create a one-page welcome note for the new official.
1. Create questions to check understanding of key municipal policies.
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Prompt Library 7: Supply Chain Management and Procurement
Use these prompts to support fair, transparent and compliant supply chain processes.

Prompt 31: Draft Terms of Reference for a Bid
	COPY, EDIT AND PASTE PROMPT: Draft Terms of Reference for a Bid
Use this when: a department needs a clear, defensible terms of reference document.
Goal: Help me draft terms of reference for a municipal bid or tender.
Context: The bid relates to [describe goods/services/works]. The estimated value is R[amount]. Key deliverables include [deliverables]. The evaluation approach will be [functionality/preferential points system, if known].
Source: Use these scope notes and prior similar bid documents: [paste notes].
Expectation: Create a terms of reference structure with background, scope of work, deliverables, timelines, minimum qualification criteria, functionality criteria and reporting requirements. Recommend final review by SCM and legal before publication.


Useful follow-up prompts:
1. Create a functionality evaluation scoring template.
1. Draft a bid briefing session agenda.
1. Create a bidder FAQ document.

Prompt 32: Prepare a Bid Evaluation Report
	COPY, EDIT AND PASTE PROMPT: Prepare a Bid Evaluation Report
Use this when: a bid evaluation committee report needs to be documented clearly.
Goal: Help me structure a bid evaluation committee report.
Context: The bid is for [describe]. Bidders evaluated include [number of bidders]. The evaluation criteria applied were [criteria].
Source: Use these scoring notes and committee minutes: [paste notes].
Expectation: Create a report structure with background, bidders evaluated, evaluation methodology, scoring summary, recommendation, and any deviations or objections noted. Recommend legal and SCM sign-off before submission to the adjudication committee.


Useful follow-up prompts:
1. Create a summary table of scores for quick reference.
1. Draft a section responding to an anticipated bidder query.
1. Create a report format for the bid adjudication committee.

Prompt 33: Draft a Deviation Motivation
	COPY, EDIT AND PASTE PROMPT: Draft a Deviation Motivation
Use this when: a departure from normal supply chain processes needs to be formally motivated.
Goal: Help me draft a motivation for a supply chain deviation.
Context: The deviation relates to [describe circumstances, e.g. emergency procurement, sole supplier]. The applicable regulation is [regulation reference, to be verified]. The urgency or justification is [justification].
Source: Use these facts and supporting documentation notes: [paste notes].
Expectation: Create a motivation structure with background, reason for deviation, alternatives considered, value for money justification, and approval route required. Recommend that the SCM regulation reference and approval process be verified by the SCM unit before submission.


Useful follow-up prompts:
1. Create a summary version for the municipal manager.
1. Draft a follow-up report for the next council/committee cycle.
1. Create a checklist to prevent recurring deviations of this type.

Prompt 34: Create a Supplier Performance Review
	COPY, EDIT AND PASTE PROMPT: Create a Supplier Performance Review
Use this when: an existing service provider's performance needs to be formally assessed.
Goal: Help me create a supplier performance review for a municipal contract.
Context: The contract is for [describe goods/services]. The supplier is [supplier name/reference]. Known performance issues include [issues, e.g. late delivery, quality concerns].
Source: Use these delivery records and complaint notes: [paste notes].
Expectation: Create a performance review structure with contract summary, performance against SLA, issues identified, risk to service delivery, and recommended actions, including remedial notice, penalty consideration or contract review where applicable.


Useful follow-up prompts:
1. Draft a formal notice to the supplier regarding performance.
1. Create a supplier scorecard template for ongoing use.
1. Create a contingency plan if the contract needs to be terminated.

Prompt 35: Explain SCM Processes to a New Official
	COPY, EDIT AND PASTE PROMPT: Explain SCM Processes to a New Official
Use this when: a new or junior official needs a clear explanation of municipal procurement processes.
Goal: Create a plain-language explanation of municipal supply chain management processes for a new official.
Context: The official works in [department]. They need to understand [specific process, e.g. requisitions, quotations, tenders, deviations]. Their current level of SCM knowledge is [beginner/some experience].
Source: Use these process notes and any internal SCM policy summary: [paste notes].
Expectation: Create a plain-language explanation with process steps, key documents, common mistakes to avoid, and who to contact for guidance. Recommend that the official also complete formal SCM training and consult the official SCM policy for authoritative detail.


Useful follow-up prompts:
1. Create a one-page process flow summary.
1. Create a quiz to test understanding.
1. Create a list of frequently asked SCM questions.
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Prompt Library 8: Budgeting and Financial Management
Use these prompts to support budget preparation, financial reporting and sound financial management practice.

Prompt 36: Draft a Budget Motivation
	COPY, EDIT AND PASTE PROMPT: Draft a Budget Motivation
Use this when: a department needs to motivate for additional or reprioritised budget.
Goal: Help me draft a budget motivation for my department.
Context: The motivation relates to [describe item, e.g. additional staff, equipment, project funding]. The amount requested is R[amount]. The justification includes [justification, e.g. service delivery impact, compliance requirement].
Source: Use these cost estimates and supporting notes: [paste notes].
Expectation: Create a budget motivation structure with background, need, cost breakdown, expected impact if approved, and risk if not approved. Present it in a format suitable for submission to the budget office.


Useful follow-up prompts:
1. Create a summary version for the mayoral committee.
1. Create a table comparing this request to prior year spend.
1. Draft a response to anticipated budget office questions.

Prompt 37: Explain the Municipal Budget in Plain Language
	COPY, EDIT AND PASTE PROMPT: Explain the Municipal Budget in Plain Language
Use this when: residents or councillors need a clear explanation of the budget.
Goal: Explain the key elements of the municipal budget in plain language.
Context: The budget covers the [financial year]. Key figures include operating budget R[amount], capital budget R[amount], and major revenue sources [sources]. Key expenditure priorities include [priorities].
Source: Use these budget figures and IDP priorities: [paste notes].
Expectation: Explain what the budget means for residents in plain language, highlight key priorities, explain any tariff implications, and suggest questions residents might reasonably ask in a public participation session.


Useful follow-up prompts:
1. Create a one-page infographic-style summary outline.
1. Create a version for a ward-based presentation.
1. Draft answers to likely public participation questions.

Prompt 38: Prepare a Mid-Year Budget Assessment Summary
	COPY, EDIT AND PASTE PROMPT: Prepare a Mid-Year Budget Assessment Summary
Use this when: you need to summarise mid-year budget performance for management or council.
Goal: Help me prepare a summary of mid-year budget performance.
Context: My municipality's year-to-date performance shows [describe, e.g. revenue collection %, expenditure %, capital spend %]. Notable variances include [variances].
Source: Use these year-to-date figures: [paste figures].
Expectation: Create a summary with overall performance narrative, key variances, causes, corrective actions proposed, and implications for the adjustments budget. Recommend final figures be verified against the finance system before submission.


Useful follow-up prompts:
1. Create a version for the section 72 report.
1. Create a chart-ready summary table.
1. Draft a cover memo to the municipal manager.

Prompt 39: Analyse Departmental Expenditure Trends
	COPY, EDIT AND PASTE PROMPT: Analyse Departmental Expenditure Trends
Use this when: you want to understand why a department's spending has changed.
Goal: Help me analyse departmental expenditure trends and possible causes.
Context: The department is [department name]. Expenditure this period is R[amount] compared to R[amount] in the prior period. Notable line items affected include [line items].
Source: Use these expenditure figures and any known operational changes: [paste notes].
Expectation: Analyse likely causes of the variance, flag any items needing further investigation, and suggest 3 to 5 practical actions to manage the trend going forward.


Useful follow-up prompts:
1. Create a one-page variance report for management.
1. Create a checklist for verifying unusual line items.
1. Suggest questions to ask the budget holder.

Prompt 40: Draft a Cost Containment Plan
	COPY, EDIT AND PASTE PROMPT: Draft a Cost Containment Plan
Use this when: the municipality needs to reduce non-essential spending without harming service delivery.
Goal: Help me identify practical cost containment measures for my municipality or department.
Context: My department/municipality needs to reduce costs in [area, e.g. travel, catering, consultants, overtime]. Current spend in this area is approximately R[amount]. Service delivery must not be compromised.
Source: Use these expenditure categories and figures: [paste notes].
Expectation: Identify possible savings, risks of cutting too deeply, quick wins, and a plan aligned to National Treasury cost containment guidance. Recommend verifying alignment with the applicable cost containment regulations or circulars.


Useful follow-up prompts:
1. Create a staff communication about the cost containment measures.
1. Rank savings opportunities by impact and risk.
1. Create a monthly cost containment tracking template.
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Prompt Library 9: Council, Committee and IDP Reporting
Use these prompts to prepare clear, well-structured reports for council, committees and integrated development planning processes.

Prompt 41: Draft a Council Report
	COPY, EDIT AND PASTE PROMPT: Draft a Council Report
Use this when: you need to prepare a formal report for council or a council committee.
Goal: Help me draft a formal council report.
Context: The report is about [topic]. It is intended for [council/section 79 committee/section 80 committee]. The recommendation I want council to consider is [recommendation].
Source: Use these background facts, figures and prior resolutions: [paste notes].
Expectation: Create a council report structure with purpose, background, legal framework (to be verified), discussion, financial implications, and a clear recommendation for a resolution. Use formal, neutral language appropriate for a governance document.


Useful follow-up prompts:
1. Create a shorter executive summary version.
1. Draft the recommended resolution wording.
1. Create a briefing note for the chairperson.

Prompt 42: Summarise Council or Committee Minutes
	COPY, EDIT AND PASTE PROMPT: Summarise Council or Committee Minutes
Use this when: you need to turn raw meeting notes into a clear, actionable summary.
Goal: Turn my council or committee meeting notes into a clear summary.
Context: This was a meeting of [council/committee name] on [date]. The purpose was [purpose]. Attendees included [roles].
Source: Meeting notes: [paste notes].
Expectation: Summarise the meeting into key discussion points, resolutions taken, actions, responsible officials, deadlines and unresolved matters. Present it in a format suitable for the official minute record.


Useful follow-up prompts:
1. Draft the resolution register entries.
1. Create an action tracker table.
1. Identify any resolutions that need legal or SCM follow-up.

Prompt 43: Prepare an IDP Review Input
	COPY, EDIT AND PASTE PROMPT: Prepare an IDP Review Input
Use this when: your department needs to contribute to the annual IDP review process.
Goal: Help me prepare my department's input into the annual IDP review.
Context: My department is [department name]. Current IDP priorities relevant to us include [priorities]. Progress to date includes [progress]. New or emerging community needs include [needs].
Source: Use these performance notes and community feedback: [paste notes].
Expectation: Create an IDP input structure with current priorities, progress against targets, challenges, proposed adjustments, and resource implications, in a format suitable for the IDP review process.


Useful follow-up prompts:
1. Create a summary table for the IDP steering committee.
1. Draft talking points for the IDP public participation session.
1. Identify priorities that may need to be reprioritised.

Prompt 44: Draft an SDBIP Narrative Report
	COPY, EDIT AND PASTE PROMPT: Draft an SDBIP Narrative Report
Use this when: you need to report on progress against the Service Delivery and Budget Implementation Plan.
Goal: Help me draft a narrative report on SDBIP performance for my department.
Context: My department's key SDBIP targets include [targets]. Performance to date is [describe, e.g. on track, behind, ahead]. Key reasons for any variance are [reasons].
Source: Use these SDBIP figures and supporting notes: [paste notes].
Expectation: Create a narrative report structure with target, actual performance, variance explanation, corrective action and revised timeline where relevant. Present in a format suitable for the quarterly performance report.


Useful follow-up prompts:
1. Create a one-page dashboard summary.
1. Draft a cover memo for the municipal manager.
1. Create a table comparing this quarter to the previous quarter.

Prompt 45: Prepare a Section 79/80 Committee Meeting Pack
	COPY, EDIT AND PASTE PROMPT: Prepare a Section 79/80 Committee Meeting Pack
Use this when: you are preparing materials for an oversight or portfolio committee meeting.
Goal: Create a meeting pack outline for a section 79 or section 80 committee meeting.
Context: The committee is [committee name]. The meeting will cover [topics, e.g. quarterly performance, budget, service delivery updates]. Key decisions required include [decisions].
Source: Use these agenda items and supporting reports: [paste notes].
Expectation: Create an agenda, a list of supporting reports required, key questions for members to consider, and a template for capturing decisions and action items.


Useful follow-up prompts:
1. Create a slide outline for the meeting.
1. Draft the chairperson's opening remarks.
1. Create a follow-up action tracker after the meeting.
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Prompt Library 10: Disaster Management, Safety and Emergency Services
Use these prompts to prepare for emergencies, coordinate response efforts and communicate safety information to residents.

Prompt 46: Draft a Disaster Preparedness Checklist
	COPY, EDIT AND PASTE PROMPT: Draft a Disaster Preparedness Checklist
Use this when: your municipality needs to review readiness ahead of a known seasonal risk.
Goal: Create a disaster preparedness checklist for a known seasonal risk.
Context: The risk is [e.g. flooding, veld fires, severe storms, drought] and typically affects [areas/wards]. Our current preparedness measures include [measures].
Source: Use these historical incident notes and current resource levels: [paste notes].
Expectation: Create a checklist covering early warning systems, resource readiness, inter-agency coordination, community communication, and post-event review, aligned to standard disaster management practice. Recommend final review by the disaster management centre.


Useful follow-up prompts:
1. Create a resident-facing preparedness guide.
1. Create a checklist for coordinating with provincial disaster management.
1. Draft an internal readiness report for management.

Prompt 47: Draft an Incident Situation Report
	COPY, EDIT AND PASTE PROMPT: Draft an Incident Situation Report
Use this when: an emergency incident requires a structured situation report for management.
Goal: Help me draft a situation report for an emergency incident.
Context: The incident is [describe, e.g. flooding, fire, infrastructure failure]. It is affecting [area]. Current status is [status, e.g. ongoing, contained]. Resources deployed include [resources].
Source: Use these field reports and updates: [paste notes].
Expectation: Create a situation report structure with incident summary, current status, resources deployed, impact assessment, immediate needs, and next update time, suitable for briefing the municipal manager and disaster management structures.


Useful follow-up prompts:
1. Create a public update version.
1. Draft a request for provincial or district support.
1. Create a template for the next situation report update.

Prompt 48: Create a Community Safety Awareness Message
	COPY, EDIT AND PASTE PROMPT: Create a Community Safety Awareness Message
Use this when: residents need practical safety guidance ahead of or during a hazard.
Goal: Create a clear community safety awareness message.
Context: The hazard is [e.g. load shedding related fires, flooding, extreme heat, water shortage]. The target audience is [residents/specific ward/vulnerable groups].
Source: Use these safety guidelines and local context notes: [paste notes].
Expectation: Create a short, practical safety message with clear dos and don'ts, emergency contact numbers, and where to get help. Keep the tone calm and clear, avoiding alarming language.


Useful follow-up prompts:
1. Create a version for community radio.
1. Create a printable flyer outline.
1. Create a WhatsApp broadcast version.

Prompt 49: Prepare a Post-Incident Review
	COPY, EDIT AND PASTE PROMPT: Prepare a Post-Incident Review
Use this when: an emergency response has concluded and lessons need to be captured.
Goal: Help me structure a post-incident review after an emergency response.
Context: The incident was [describe]. The response involved [departments/agencies involved]. Known challenges during the response included [challenges].
Source: Use these incident notes, timelines and team feedback: [paste notes].
Expectation: Create a post-incident review structure with incident timeline, what worked well, what did not work well, root causes, and recommended improvements to plans, resources or coordination.


Useful follow-up prompts:
1. Create an action tracker for the recommended improvements.
1. Draft a summary for the disaster management advisory forum.
1. Create a revised checklist incorporating the lessons learned.

Prompt 50: Build an Emergency Communication Protocol
	COPY, EDIT AND PASTE PROMPT: Build an Emergency Communication Protocol
Use this when: you want a clear, repeatable protocol for communicating during emergencies.
Goal: Help me build a communication protocol for use during municipal emergencies.
Context: My municipality currently communicates during emergencies through [channels, e.g. radio, social media, ward councillors, SMS]. Coordination challenges in the past have included [challenges].
Source: Use these past communication experiences and available channels: [paste notes].
Expectation: Create a protocol with trigger points for activation, responsible spokesperson, approved channels, message approval process, and a template for the first public update. Keep it realistic for available municipal resources.


Useful follow-up prompts:
1. Create a message template library for common emergency types.
1. Draft a one-page protocol summary for the control room.
1. Create a training exercise scenario to test the protocol.



Final Thoughts
AI becomes valuable when it is used consistently on real municipal tasks. The aim is not to use AI for everything. The aim is to use it where it saves time, improves clarity, strengthens communication with residents and council, or helps you act with more confidence within the bounds of good governance.
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, ward and municipality. Over time, this becomes a practical institutional asset.
	Your next step
Choose one municipal work 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, municipal officials 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 municipality, consider building a companion library for another department in your organisation. Finance, HR, communications or engineering each benefit from their own tailored prompt set.
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