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Welcome
South Africa's state-owned enterprises sit at the centre of critical infrastructure, public services and national development priorities. Boards, executives and staff carry heavy, interconnected responsibilities: governance, financial sustainability, service delivery, compliance and stakeholder accountability, often under intense public scrutiny. This guide was created to help SOE professionals use AI as a practical productivity tool, not as a theoretical concept.
The prompts in this guide are designed for everyday governance and operational use. They can help you draft board documents, prepare reports, structure compliance work and communicate more clearly. They do not replace your judgement, professional advice or statutory obligations. They help you organise your thinking and produce useful first drafts, plans, checklists and reports.
	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.




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 entity's mandate, sector, governance framework 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 governance or operational task you are working on.
•  Copy the prompt into your AI tool.
•  Edit the placeholders in square brackets so the prompt reflects your entity.
•  Add any relevant source information, such as figures, board papers, correspondence or reports.
•  Check the response carefully. AI can make mistakes and may miss important context or legislative detail.
•  Ask follow-up questions to improve the answer, make it more practical or change the format.
•  Save the prompts and versions that work best for your entity.

	Practical reminder
Do not paste confidential board information, personal employee information, tender-sensitive data, banking details, passwords or classified information into an AI tool unless you are certain your organisation allows it and you understand the privacy settings of the tool you are using.



Tips for Better AI Results
•  Be specific about your entity's mandate, sector, size and governance framework.
•  Use numbers where possible: revenue, expenditure, targets, staff numbers, backlog figures or complaint volumes.
•  Ask for tables, checklists, registers or action plans when you need practical outputs.
•  Ask the AI to challenge your assumptions, identify risks and suggest practical next steps.
•  Refine weak answers by saying what is missing, what is too general, or what needs more governance detail.
•  Use your judgement. AI is a support tool, not a substitute for accountable, compliant decision-making.


Tips for Safe and Effective AI Use
AI can be a powerful governance and operational tool, but it works best inside sensible guardrails. Keep these principles in mind every time you or your team use an AI tool for SOE-related tasks.
Protect confidential and classified information
•  Never paste board-confidential matters, tender-sensitive data, personal employee records, banking details, passwords or classified information into a public AI tool.
•  If in doubt about what is confidential, treat it as confidential and leave it out of the prompt.
Check every output before you use it
•  AI can produce confident-sounding answers that are inaccurate, outdated or wrong. Always verify facts, figures, legislation and regulations.
•  Treat AI output as a first draft. Read it critically, correct it, and add your own institutional knowledge before it goes to the board, a regulator or the public.
Keep a human in charge of decisions
•  Use AI to organise thinking and speed up drafting, not to make final financial, legal, HR, procurement or governance decisions on its own.
•  For anything with legal, labour, tax, procurement or compliance implications, confirm the output with a qualified professional.
Protect institutional reputation and public trust
•  Edit AI-generated communications so they reflect your entity's voice and accountability obligations, not a generic template.
•  Be transparent internally about when AI has been used to support (not replace) governance or reporting work, where relevant.
Manage access and accountability
•  Agree with your team which AI tools are approved for use and what information may or may not be shared with them, in line with POPIA and any classification rules.
•  Keep a record of prompts and outputs used for important governance decisions, in case you need to explain your reasoning to the board, Treasury or the Auditor-General.

	Golden rule
AI produces a first draft. You produce the final output. Your name, and your entity's public accountability, go on it. Always own the result.




Prompt Library 1: Governance and Board Oversight
Use these prompts to strengthen board processes, governance documentation and King IV alignment.
Prompt 1: Prepare a Board Governance Health Check
	COPY, EDIT AND PASTE PROMPT: Prepare a Board Governance Health Check
Use this when: you need to assess how well the board is functioning against King IV and the PFMA.
Goal: Assess our board's governance practices and identify improvement areas.
Context: I serve on/support the board of [SOE name], a Schedule [2/3B] public entity under the [Executive Authority/Department]. Our current governance concerns are [describe concerns].
Source: Use the board charter, committee structure and recent board evaluation notes below: [paste notes].
Expectation: Produce a governance health-check table covering board composition, committee effectiveness, conflicts of interest, ethics, and PFMA/King IV alignment, with a rating and improvement action for each area.


Useful follow-up prompts:
•  Turn this into an agenda item for the next board meeting.
•  Draft a board evaluation questionnaire.
•  Identify which gaps could raise audit or ministerial concern.

Prompt 2: Draft Board Meeting Pre-Reads
	COPY, EDIT AND PASTE PROMPT: Draft Board Meeting Pre-Reads
Use this when: you need concise, decision-ready pre-reading packs for board members.
Goal: Draft a clear board pre-read pack for an upcoming board meeting.
Context: The meeting covers [agenda items] for [SOE name]. Directors need to make decisions on [decisions required].
Source: Use these management notes and figures: [paste notes].
Expectation: Create a pre-read with executive summary, background, options, risks, financial implications and a clear recommendation per agenda item, in a format directors can read in under 15 minutes per item.


Useful follow-up prompts:
•  Create a one-page board resolution template.
•  Draft the covering memo to the Chairperson.
•  Summarise this pack into 5 bullet points for the CEO.

Prompt 3: Review Delegation of Authority Framework
	COPY, EDIT AND PASTE PROMPT: Review Delegation of Authority Framework
Use this when: you want to check whether delegations remain appropriate and PFMA-compliant.
Goal: Review our delegation of authority framework for gaps and compliance risks.
Context: Our SOE delegates authority across [levels: Board, CEO, EXCO, management]. Recent issues include [describe issues, e.g. delays, overrides, unclear thresholds].
Source: Use the current delegation of authority schedule: [paste or summarise].
Expectation: Identify gaps, unclear thresholds, PFMA/Treasury Regulation misalignments, and recommend a revised delegation structure with clear rand-value thresholds and approval levels.


Useful follow-up prompts:
•  Create a one-page delegation summary for staff.
•  Draft the board memo requesting approval of changes.
•  Identify which delegations carry the highest fraud risk.

Prompt 4: Prepare a Shareholder Compact Submission
	COPY, EDIT AND PASTE PROMPT: Prepare a Shareholder Compact Submission
Use this when: you are drafting or reviewing the annual shareholder compact with the Executive Authority.
Goal: Help me prepare our shareholder compact submission to the Executive Authority.
Context: Our SOE's mandate is [mandate]. Key strategic objectives for the coming year are [objectives]. Prior year performance against targets was [summary].
Source: Use these strategic and performance notes: [paste notes].
Expectation: Draft a shareholder compact structure with strategic objectives, key performance indicators, targets, baseline performance and risk factors, in the format typically required by Treasury/DPE guidelines.


Useful follow-up prompts:
•  Create a one-page summary for the Minister's office.
•  Identify targets that may be unrealistic given current capacity.
•  Draft a covering letter for submission.

Prompt 5: Strengthen Conflict of Interest Management
	COPY, EDIT AND PASTE PROMPT: Strengthen Conflict of Interest Management
Use this when: you need a practical process to manage declarations and conflicts across the board and management.
Goal: Improve our conflict-of-interest management process.
Context: Our SOE has [number] board members and senior managers required to make annual declarations. Current gaps include [describe gaps].
Source: Use our existing declaration form and process notes: [paste notes].
Expectation: Recommend a practical declaration and management process, including timing, verification steps, escalation for undisclosed conflicts, and a register template.


Useful follow-up prompts:
•  Create a staff communication explaining the process.
•  Draft an escalation procedure for non-disclosure.
•  Create a simple conflict-of-interest register template.



Prompt Library 2: Strategic Planning and Corporate Planning
Use these prompts to develop and refine corporate plans, strategy documents and mandate alignment.
Prompt 6: Draft a Corporate Plan Outline
	COPY, EDIT AND PASTE PROMPT: Draft a Corporate Plan Outline
Use this when: you are preparing the annual Corporate Plan required under the PFMA.
Goal: Draft a structured Corporate Plan outline for our SOE.
Context: Our SOE operates in [sector] with a mandate to [mandate]. Key strategic priorities for the next MTEF period are [priorities].
Source: Use these strategic notes, prior performance and budget figures: [paste notes].
Expectation: Produce a Corporate Plan outline with vision/mission, strategic outcomes, objectives, key performance indicators, budget alignment and risk considerations, structured for submission to the Executive Authority and National Treasury.


Useful follow-up prompts:
•  Create a one-page strategic summary for staff communication.
•  Identify KPIs that need clearer baselines.
•  Draft the executive summary section.

Prompt 7: Align Strategy to the National Development Plan
	COPY, EDIT AND PASTE PROMPT: Align Strategy to the National Development Plan
Use this when: you need to show how the SOE's strategy contributes to national priorities.
Goal: Show how our corporate strategy aligns with the National Development Plan and relevant sector master plans.
Context: Our SOE contributes to [sector, e.g. energy, transport, water, logistics]. Our current strategic pillars are [pillars].
Source: Use our strategy document and these notes on national priorities: [paste notes].
Expectation: Create an alignment table mapping each strategic pillar to relevant NDP priorities, sector master plan targets, and SDGs where relevant, highlighting any misalignment.


Useful follow-up prompts:
•  Draft a paragraph for the Corporate Plan explaining this alignment.
•  Identify gaps where our strategy under-delivers on national priorities.
•  Create a one-slide summary for a board presentation.

Prompt 8: Conduct a SWOT for the SOE
	COPY, EDIT AND PASTE PROMPT: Conduct a SWOT for the SOE
Use this when: you want a structured strategic review ahead of planning season.
Goal: Conduct a SWOT analysis for our SOE ahead of the new planning cycle.
Context: Our SOE operates in [sector/market]. Current pressures include [funding constraints, ageing infrastructure, competition, policy changes].
Source: Use these operational, financial and market notes: [paste notes].
Expectation: Produce a SWOT analysis with 5-6 points per quadrant, followed by 5 strategic implications and recommended focus areas for the next planning period.


Useful follow-up prompts:
•  Turn the top 3 implications into strategic objectives.
•  Create a risk register from the weaknesses and threats.
•  Draft discussion questions for a strategy workshop.

Prompt 9: Prepare a Turnaround Strategy Brief
	COPY, EDIT AND PASTE PROMPT: Prepare a Turnaround Strategy Brief
Use this when: the SOE is facing financial or operational distress and needs a structured response.
Goal: Draft a turnaround strategy brief for our SOE.
Context: Our SOE is experiencing [describe distress: liquidity constraints, going concern issues, declining performance]. Key drivers include [drivers].
Source: Use these financial and operational facts: [paste notes].
Expectation: Produce a turnaround brief with root causes, immediate stabilisation actions, medium-term recovery actions, funding implications, governance oversight requirements and success measures.


Useful follow-up prompts:
•  Create a 100-day action plan from this brief.
•  Draft a board resolution to approve the turnaround plan.
•  Identify which actions require Treasury or shareholder approval.

Prompt 10: Prepare a Strategy Session Agenda for the Board
	COPY, EDIT AND PASTE PROMPT: Prepare a Strategy Session Agenda for the Board
Use this when: you are organising a board or EXCO strategy session.
Goal: Help me prepare a productive strategy session for the board and executive team.
Context: The session covers [period/topic] for [SOE name]. Attendees include [roles]. The purpose is [purpose].
Source: Use these current facts, figures and strategic issues: [paste notes].
Expectation: Create a full-day agenda with objectives, discussion topics, pre-work, facilitation questions, and expected outputs including a decision log template.


Useful follow-up prompts:
•  Create the slide outline for this session.
•  Draft a facilitator's script.
•  Create a template to capture strategic decisions and owners.



Prompt Library 3: Financial Management and Sustainability
Use these prompts to strengthen financial planning, reporting and long-term sustainability.
Prompt 11: Prepare a Going Concern Assessment Summary
	COPY, EDIT AND PASTE PROMPT: Prepare a Going Concern Assessment Summary
Use this when: you need to summarise going concern considerations for the board or auditors.
Goal: Summarise the going concern position of our SOE in plain language.
Context: Our SOE's financial position shows [describe: cash balance, guarantees, debt levels, government support]. Key risks are [risks].
Source: Use these figures: Revenue R[amount], Net Profit/Loss R[amount], Cash Balance R[amount], Government Guarantees R[amount], Debt R[amount].
Expectation: Explain what the numbers suggest about going concern, what mitigating factors exist, what disclosures may be required, and what questions the board and Auditor-General may raise.


Useful follow-up prompts:
•  Create talking points for the CFO to present to the board.
•  Draft the going concern note for the annual financial statements.
•  Identify mitigating actions to strengthen the position.

Prompt 12: Improve Cash Flow Management
	COPY, EDIT AND PASTE PROMPT: Improve Cash Flow Management
Use this when: the SOE faces liquidity pressure and needs practical short-term actions.
Goal: Identify practical ways to improve our SOE's cash flow over the next 90 days.
Context: Monthly revenue is about R[amount]. Current cash balance is R[amount]. Major payables and receivables include [details]. Government transfers are [timing/amount].
Source: Use these additional financial notes: [paste notes].
Expectation: Provide a table of actions, rationale, expected cash impact, timeframe and responsible executive, covering debtor collection, payables management, cost containment and funding options appropriate for a public entity.


Useful follow-up prompts:
•  Create a weekly cash flow monitoring template.
•  Draft a letter requesting an advance transfer from the Department.
•  Identify non-critical spend that could be paused.

Prompt 13: Draft a Budget Motivation
	COPY, EDIT AND PASTE PROMPT: Draft a Budget Motivation
Use this when: you need to motivate for budget allocation or additional funding.
Goal: Draft a budget motivation document for [project/programme/operational need].
Context: Our SOE requires R[amount] for [purpose]. This links to our mandate of [mandate] and strategic objective of [objective].
Source: Use these cost breakdowns and justifications: [paste notes].
Expectation: Produce a structured budget motivation with background, need, cost breakdown, expected impact, risks of non-funding, and alignment to strategic objectives, suitable for submission to the Executive Authority or Treasury.


Useful follow-up prompts:
•  Create a one-page executive summary.
•  Identify the strongest value-for-money arguments.
•  Draft anticipated questions from Treasury and suggested answers.

Prompt 14: Explain Monthly Management Accounts
	COPY, EDIT AND PASTE PROMPT: Explain Monthly Management Accounts
Use this when: you want to interpret monthly financials for a non-financial audience such as the board.
Goal: Explain our monthly management accounts in plain language for the board.
Context: I am preparing a report for [board/EXCO/audit committee] of [SOE name].
Source: Use these figures: Revenue R[amount], Operating Expenditure R[amount], Net Surplus/Deficit R[amount], Capital Expenditure R[amount], Cash Balance R[amount].
Expectation: Explain what looks positive, what is concerning, questions the board should ask, and the top 5 actions management should take next month.


Useful follow-up prompts:
•  Create a one-page dashboard summary.
•  Draft questions the audit committee should raise.
•  Suggest which metrics should be tracked weekly.

Prompt 15: Review Irregular, Fruitless and Wasteful Expenditure Register
	COPY, EDIT AND PASTE PROMPT: Review Irregular, Fruitless and Wasteful Expenditure Register
Use this when: you need to summarise and action items on the irregular expenditure register.
Goal: Help me summarise and prioritise action on our irregular, fruitless and wasteful expenditure register.
Context: Our register currently reflects [number] items totalling approximately R[amount], relating mainly to [causes, e.g. procurement deviations, contract overruns].
Source: Use this register summary: [paste details].
Expectation: Categorise items by root cause, likelihood of condonement or recovery, disciplinary implications, and produce a prioritised remediation plan with owners and deadlines.


Useful follow-up prompts:
•  Draft a board report summarising this register.
•  Create a process to prevent recurrence of the top cause.
•  Identify items requiring referral to a forensic investigation.



Prompt Library 4: Procurement and Supply Chain Management
Use these prompts to strengthen procurement processes, PFMA/PPPFA compliance and supplier management.
Prompt 16: Draft Terms of Reference for a Tender
	COPY, EDIT AND PASTE PROMPT: Draft Terms of Reference for a Tender
Use this when: you need a clear, defensible terms of reference for a procurement process.
Goal: Draft a terms of reference for a tender to procure [goods/services].
Context: Our SOE requires [description of need] for [project/purpose]. Budget is approximately R[amount]. Delivery timeline is [timeline].
Source: Use these specification notes: [paste notes].
Expectation: Produce a terms of reference with background, scope of work, deliverables, evaluation criteria (functionality, price, B-BBEE), timelines and mandatory requirements, aligned to PFMA and PPPFA requirements.


Useful follow-up prompts:
•  Create a scoring matrix for the evaluation criteria.
•  Draft the bid advertisement notice.
•  Identify clauses that reduce the risk of a successful appeal.

Prompt 17: Review a Deviation from Normal Procurement Process
	COPY, EDIT AND PASTE PROMPT: Review a Deviation from Normal Procurement Process
Use this when: you need to assess whether a proposed deviation is justifiable and properly documented.
Goal: Assess whether a proposed procurement deviation is justifiable and properly motivated.
Context: The proposed deviation relates to [describe: sole source, emergency, extension]. The value involved is R[amount].
Source: Use the motivation and supporting facts below: [paste notes].
Expectation: Assess the motivation against PFMA/Treasury Regulation requirements for deviations, identify weaknesses, and suggest how to strengthen the justification or recommend against proceeding.


Useful follow-up prompts:
•  Draft the formal deviation approval memo.
•  Identify audit risks if this deviation proceeds.
•  Suggest a compliant alternative approach.

Prompt 18: Improve Supplier and Contract Management
	COPY, EDIT AND PASTE PROMPT: Improve Supplier and Contract Management
Use this when: supplier performance issues are affecting service delivery or cost.
Goal: Improve how we manage a key supplier or contractor relationship.
Context: The contract covers [scope] with [supplier type]. Current issues include [late delivery, quality issues, cost overruns, non-compliance].
Source: Use this contract summary and performance notes: [paste notes].
Expectation: Create a supplier management plan with performance measures, escalation steps, contractual remedies, risk rating and a recommended engagement approach.


Useful follow-up prompts:
•  Draft a formal notice of non-performance.
•  Create a supplier scorecard template.
•  Identify contingency options if the supplier fails to deliver.

Prompt 19: Prepare a B-BBEE and Local Content Compliance Summary
	COPY, EDIT AND PASTE PROMPT: Prepare a B-BBEE and Local Content Compliance Summary
Use this when: you need to check and report on B-BBEE and local content compliance in procurement.
Goal: Summarise our procurement's B-BBEE and local content compliance position.
Context: Our SOE is required to meet [designated sector/local content thresholds] for [category of goods/services].
Source: Use these procurement records and supplier B-BBEE levels: [paste notes].
Expectation: Produce a compliance summary showing current performance against targets, gaps, risk areas, and practical actions to improve compliance without compromising value for money.


Useful follow-up prompts:
•  Draft a report for the supply chain management committee.
•  Identify categories with the highest compliance risk.
•  Create supplier development recommendations.

Prompt 20: Draft a Standard Operating Procedure for Procurement Requests
	COPY, EDIT AND PASTE PROMPT: Draft a Standard Operating Procedure for Procurement Requests
Use this when: internal procurement requests are inconsistent or poorly documented.
Goal: Create a standard operating procedure for submitting internal procurement requests.
Context: Requests currently come from [departments] with common problems of [incomplete specifications, missing budget confirmation, unclear approvals].
Source: Use these current process notes: [paste notes].
Expectation: Produce an SOP with purpose, scope, roles, step-by-step process, required documentation, approval levels and quality checks, in plain language for non-procurement staff.


Useful follow-up prompts:
•  Create a one-page checklist version for requesting departments.
•  Create a training presentation for staff.
•  Identify the most common reasons requests are rejected.



Prompt Library 5: Performance Management and Reporting
Use these prompts to build KPIs, quarterly reports and annual report content.
Prompt 21: Develop KPIs for a Business Unit
	COPY, EDIT AND PASTE PROMPT: Develop KPIs for a Business Unit
Use this when: you need clear, measurable KPIs aligned to the Corporate Plan.
Goal: Develop practical KPIs for our [business unit/division].
Context: This unit is responsible for [functions] and contributes to strategic objective [objective] in the Corporate Plan.
Source: Use these current activities and past performance data: [paste notes].
Expectation: Create a KPI table with indicator, definition, baseline, annual target, quarterly milestones, data source and responsible owner.


Useful follow-up prompts:
•  Identify which KPIs are hardest to measure reliably.
•  Create a quarterly reporting template for these KPIs.
•  Suggest leading indicators that predict these results.

Prompt 22: Draft a Quarterly Performance Report
	COPY, EDIT AND PASTE PROMPT: Draft a Quarterly Performance Report
Use this when: you are compiling the quarterly report against Corporate Plan targets.
Goal: Draft our quarterly performance report against Corporate Plan targets.
Context: This report covers Quarter [number] of [financial year] for [SOE name]. Performance against key targets is [summary].
Source: Use these quarterly figures and narrative notes: [paste notes].
Expectation: Produce a report structure with executive summary, performance against each strategic objective, reasons for variances, corrective actions and financial performance summary, suitable for submission to the Executive Authority.


Useful follow-up prompts:
•  Create a one-page dashboard summary.
•  Draft explanations for underperforming targets.
•  Identify targets at risk of not being met by year-end.

Prompt 23: Draft Annual Report Narrative Sections
	COPY, EDIT AND PASTE PROMPT: Draft Annual Report Narrative Sections
Use this when: you are preparing narrative content for the statutory Annual Report.
Goal: Draft the performance information narrative for our Annual Report.
Context: This section covers [programme/strategic objective] for [financial year]. Key achievements and challenges were [summary].
Source: Use these performance figures and supporting notes: [paste notes].
Expectation: Write a clear, accurate narrative in the tone typically used in public entity annual reports, covering purpose, performance against targets, reasons for deviations, and corrective measures, avoiding any unsubstantiated claims.


Useful follow-up prompts:
•  Create a table format summarising planned vs actual performance.
•  Draft the accounting officer's overview paragraph for this section.
•  Identify areas likely to attract Auditor-General queries.

Prompt 24: Prepare for a Parliamentary or Portfolio Committee Briefing
	COPY, EDIT AND PASTE PROMPT: Prepare for a Parliamentary or Portfolio Committee Briefing
Use this when: you are preparing to present performance to a portfolio committee or similar oversight body.
Goal: Help me prepare a briefing for a portfolio committee on our SOE's performance.
Context: The briefing covers [topic/period]. Committee members have previously raised concerns about [concerns].
Source: Use these performance facts and background: [paste notes].
Expectation: Create a briefing structure with key messages, anticipated questions, prepared responses, supporting data points and a one-page summary suitable for handout.


Useful follow-up prompts:
•  Draft the opening statement for the accounting officer.
•  Create a Q&A preparation document for likely tough questions.
•  Identify messages that could be misinterpreted and how to phrase them clearly.

Prompt 25: Analyse Root Causes of Underperformance
	COPY, EDIT AND PASTE PROMPT: Analyse Root Causes of Underperformance
Use this when: a target has been consistently missed and you need to understand why.
Goal: Analyse the root causes of underperformance against a specific target.
Context: The target is [target] and has been missed for [period]. Contributing factors appear to include [initial thoughts].
Source: Use these facts, data and prior explanations: [paste notes].
Expectation: Identify likely root causes, distinguish controllable from external factors, and recommend a realistic corrective action plan with owners and timelines.


Useful follow-up prompts:
•  Use the 5 Whys method on this specific problem.
•  Draft a corrective action report for the board.
•  Identify whether the target itself needs to be revised and why.



Prompt Library 6: Risk Management and Internal Controls
Use these prompts to identify risks, strengthen controls and prepare for audits.
Prompt 26: Update the Enterprise Risk Register
	COPY, EDIT AND PASTE PROMPT: Update the Enterprise Risk Register
Use this when: you are conducting a periodic review of the enterprise risk register.
Goal: Help me update our enterprise risk register.
Context: Our SOE operates in [sector]. Recent developments affecting risk include [describe: policy changes, financial pressure, infrastructure issues, cyber incidents].
Source: Use the current risk register and recent incident notes: [paste notes].
Expectation: Produce an updated risk register with risk description, likelihood, impact, current controls, control effectiveness rating, additional mitigation actions and risk owner.


Useful follow-up prompts:
•  Rank the top 10 risks by residual risk rating.
•  Draft a risk report for the audit and risk committee.
•  Create a one-page heat map summary.

Prompt 27: Prepare for an Auditor-General Audit
	COPY, EDIT AND PASTE PROMPT: Prepare for an Auditor-General Audit
Use this when: you are preparing management and documentation ahead of the AGSA audit.
Goal: Help us prepare for the upcoming Auditor-General audit.
Context: Prior year audit findings included [summary of findings]. This year's focus areas are expected to be [areas].
Source: Use the prior year management letter and current remediation status: [paste notes].
Expectation: Create an audit readiness plan covering evidence gathering, remediation status per finding, responsible owners, and a communication plan for staff involved in the audit.


Useful follow-up prompts:
•  Draft a status update table for the audit committee.
•  Create a one-page summary for the accounting officer.
•  Identify findings at risk of repeating and why.

Prompt 28: Respond to a Draft Audit Finding
	COPY, EDIT AND PASTE PROMPT: Respond to a Draft Audit Finding
Use this when: you need to draft a management response to a draft audit finding.
Goal: Draft a professional management response to this draft audit finding.
Context: The finding relates to [describe finding]. Our position is [agree/partially agree/disagree] because [reasons].
Source: Use the draft finding text and supporting facts: [paste notes].
Expectation: Draft a management response with acknowledgement of facts, root cause, corrective action plan with dates, and responsible owner, in the tone typically used in AGSA management responses.


Useful follow-up prompts:
•  Make this response more concise for the summary table.
•  Draft the covering email to the audit team.
•  Identify supporting evidence we should attach.

Prompt 29: Strengthen Internal Controls Over a Key Process
	COPY, EDIT AND PASTE PROMPT: Strengthen Internal Controls Over a Key Process
Use this when: a process has repeated control weaknesses or errors.
Goal: Strengthen internal controls over [process, e.g. payments, asset management, revenue collection].
Context: Current weaknesses include [describe weaknesses]. This has led to [impact, e.g. errors, delays, audit findings].
Source: Use the current process description and control weaknesses: [paste notes].
Expectation: Map the current control environment, identify gaps against good practice, and recommend specific preventive and detective controls with implementation owners.


Useful follow-up prompts:
•  Create a control self-assessment checklist for this process.
•  Draft staff instructions for the strengthened process.
•  Identify which controls should be tested quarterly by internal audit.

Prompt 30: Draft a Fraud and Corruption Risk Assessment
	COPY, EDIT AND PASTE PROMPT: Draft a Fraud and Corruption Risk Assessment
Use this when: you need to assess fraud risk exposure in a specific area.
Goal: Conduct a fraud and corruption risk assessment for [area, e.g. procurement, payroll, asset disposal].
Context: This area involves [describe process, value, staff involved]. Prior concerns or incidents include [describe].
Source: Use these process and incident notes: [paste notes].
Expectation: Identify fraud risk indicators, likely schemes, existing controls, control gaps, and recommended preventive measures, including whistleblowing and reporting mechanisms.


Useful follow-up prompts:
•  Create an anonymous reporting communication for staff.
•  Draft a summary for the audit and risk committee.
•  Identify red flags staff should be trained to notice.



Prompt Library 7: Stakeholder, Shareholder and Government Relations
Use these prompts to manage relationships with the Executive Authority, regulators, Parliament and the public.
Prompt 31: Draft a Letter to the Executive Authority
	COPY, EDIT AND PASTE PROMPT: Draft a Letter to the Executive Authority
Use this when: you need to formally communicate with the Minister/MEC or Department overseeing the SOE.
Goal: Draft a formal letter to our Executive Authority regarding [topic].
Context: The matter involves [describe issue, request or update]. The desired outcome is [outcome].
Source: Use these background facts and prior correspondence: [paste notes].
Expectation: Write a formal, respectful letter with clear purpose, background, request or recommendation, and next steps, in the tone appropriate for public entity correspondence with an Executive Authority.


Useful follow-up prompts:
•  Create a shorter executive summary version.
•  Draft anticipated questions and responses.
•  Identify supporting documents to attach.

Prompt 32: Prepare a Stakeholder Engagement Plan
	COPY, EDIT AND PASTE PROMPT: Prepare a Stakeholder Engagement Plan
Use this when: you need a structured approach to managing multiple stakeholders on a sensitive matter.
Goal: Create a stakeholder engagement plan for [project/issue].
Context: Key stakeholders include [regulators, labour unions, communities, suppliers, Parliament, media]. The issue involves [describe].
Source: Use these stakeholder notes and concerns raised so far: [paste notes].
Expectation: Produce a stakeholder map with influence/interest levels, key messages per stakeholder, engagement channels, timing and responsible owners.


Useful follow-up prompts:
•  Draft the key message document for spokespersons.
•  Create a community engagement session agenda.
•  Identify stakeholders most likely to oppose this and why.

Prompt 33: Draft a Media Statement or Response
	COPY, EDIT AND PASTE PROMPT: Draft a Media Statement or Response
Use this when: you need to respond publicly to a media enquiry or reputational issue.
Goal: Draft a media statement responding to [issue].
Context: The issue involves [describe facts]. Our key message is [message]. We want to avoid [risks, e.g. admissions of liability, speculation].
Source: Use these facts and any prior public statements: [paste notes].
Expectation: Draft a clear, factual media statement with headline, key facts, our position, and next steps, avoiding speculation and legal exposure, with a note on what should be verified by legal/communications before release.


Useful follow-up prompts:
•  Create a shorter social media version.
•  Draft anticipated follow-up questions from journalists.
•  Identify facts that must be verified before this is released.

Prompt 34: Prepare a Community and Labour Consultation Brief
	COPY, EDIT AND PASTE PROMPT: Prepare a Community and Labour Consultation Brief
Use this when: a project or restructuring requires consultation with unions or affected communities.
Goal: Prepare a consultation brief for engaging with [labour unions/affected communities] on [matter].
Context: The matter involves [describe, e.g. restructuring, tariff change, infrastructure project]. Relevant legislation includes [LRA, applicable sector regulations].
Source: Use these background facts and prior engagement history: [paste notes].
Expectation: Create a consultation brief with objectives, key facts to share, anticipated concerns, proposed engagement format and timeline, and a note that legally sensitive matters should be confirmed with a labour or legal specialist.


Useful follow-up prompts:
•  Draft the invitation letter for the consultation session.
•  Create talking points for management representatives.
•  Identify concerns most likely to escalate and how to address them.

Prompt 35: Draft a Partnership or MOU Proposal
	COPY, EDIT AND PASTE PROMPT: Draft a Partnership or MOU Proposal
Use this when: you are proposing a partnership with another entity, donor or private partner.
Goal: Draft a partnership proposal for a potential collaboration with [partner].
Context: The proposed partnership covers [scope/objective]. It would benefit our SOE by [benefit] and the partner by [benefit].
Source: Use these background notes on the proposed partnership: [paste notes].
Expectation: Produce a proposal structure with background, objectives, scope, roles and responsibilities, governance arrangements, risks and next steps, appropriate for formalising into an MOU.


Useful follow-up prompts:
•  Draft a one-page pitch summary for the partner.
•  Identify governance approvals required before signing.
•  Create a list of risks to clarify before proceeding.



Prompt Library 8: Human Capital and Organisational Development
Use these prompts to manage recruitment, performance, skills development and organisational culture.
Prompt 36: Draft a Senior Role Profile
	COPY, EDIT AND PASTE PROMPT: Draft a Senior Role Profile
Use this when: you are recruiting for a senior management or executive position.
Goal: Draft a role profile for a [role title] position.
Context: This role reports to [role] and is responsible for [key responsibilities] within [SOE name/division].
Source: Use these notes on the role's mandate and required competencies: [paste notes].
Expectation: Create a role profile with purpose, key responsibilities, required qualifications and experience, competencies, performance measures, and PFMA/governance-related accountabilities where relevant.


Useful follow-up prompts:
•  Create interview questions aligned to this profile.
•  Draft a job advertisement based on this profile.
•  Identify red flags to probe for during interviews.

Prompt 37: Prepare a Performance Improvement Conversation
	COPY, EDIT AND PASTE PROMPT: Prepare a Performance Improvement Conversation
Use this when: you need to address underperformance fairly and professionally.
Goal: Help me prepare for a fair and professional performance conversation.
Context: The employee's role is [role]. Performance issues are [describe facts]. The impact on delivery is [impact].
Source: Use these performance examples and prior feedback: [paste notes].
Expectation: Create a meeting structure with talking points, questions to ask, support options, agreed actions and a follow-up template, avoiding legal conclusions and recommending HR/labour specialist input for serious matters.


Useful follow-up prompts:
•  Draft a performance improvement plan template.
•  Make the conversation script more supportive in tone.
•  Create a written meeting summary template.

Prompt 38: Design a Skills Development Plan
	COPY, EDIT AND PASTE PROMPT: Design a Skills Development Plan
Use this when: you need to plan training aligned to the Workplace Skills Plan and SETA requirements.
Goal: Design a skills development plan for [department/division].
Context: Current skills gaps include [gaps]. This links to our Workplace Skills Plan submission to [relevant SETA].
Source: Use these skills audit notes: [paste notes].
Expectation: Create a skills development plan with priority skills, training interventions, delivery method, timeline, budget considerations and success measures, aligned to SETA reporting requirements.


Useful follow-up prompts:
•  Create a summary table for the Workplace Skills Plan submission.
•  Draft a training needs survey for staff.
•  Identify skills gaps posing the highest operational risk.

Prompt 39: Improve Employee Engagement
	COPY, EDIT AND PASTE PROMPT: Improve Employee Engagement
Use this when: engagement survey results or morale indicators show concerning trends.
Goal: Recommend practical ways to improve employee engagement.
Context: Recent survey results/feedback show concerns about [describe: leadership communication, job security, recognition, workload].
Source: Use these survey results or feedback themes: [paste notes].
Expectation: Identify likely root causes, quick wins, medium-term interventions, and a communication plan to show staff their feedback is being acted on.


Useful follow-up prompts:
•  Draft a staff communication announcing action on survey results.
•  Create a manager's toolkit for engagement conversations.
•  Identify which interventions require budget approval.

Prompt 40: Draft an Organisational Restructuring Rationale
	COPY, EDIT AND PASTE PROMPT: Draft an Organisational Restructuring Rationale
Use this when: you need to motivate a restructuring aligned to strategy and cost pressures.
Goal: Draft a rationale for a proposed organisational restructuring.
Context: The restructuring affects [division/function] due to [reasons: cost pressure, strategy change, duplication]. Affected roles include [roles].
Source: Use these organisational and financial notes: [paste notes].
Expectation: Produce a rationale document with background, objectives, proposed structure, cost/benefit analysis, risks, and a note that formal consultation processes under the LRA must be followed with labour specialist guidance.


Useful follow-up prompts:
•  Draft a Section 189 consultation notice outline for legal review.
•  Create a staff FAQ document about the restructuring.
•  Identify roles at highest risk of redundancy and mitigation options.



Prompt Library 9: Service Delivery and Operations
Use these prompts to improve operational efficiency, infrastructure management and service delivery to the public.
Prompt 41: Map and Improve a Service Delivery Process
	COPY, EDIT AND PASTE PROMPT: Map and Improve a Service Delivery Process
Use this when: a core service delivery process is slow, inconsistent or generating complaints.
Goal: Help me map and improve a key service delivery process.
Context: The process is [describe process, e.g. connection applications, licensing, maintenance requests]. Current problems include [delays, backlogs, complaints].
Source: Use these process notes and complaint data: [paste notes].
Expectation: Map the current process, identify bottlenecks, propose an improved process with clear steps, owners and turnaround times, and identify quick wins.


Useful follow-up prompts:
•  Create a public-facing service standard based on this process.
•  Identify steps that could be digitised.
•  Create a staff training brief for the new process.

Prompt 42: Prepare an Infrastructure Maintenance Prioritisation
	COPY, EDIT AND PASTE PROMPT: Prepare an Infrastructure Maintenance Prioritisation
Use this when: maintenance budgets are limited and priorities need to be defended.
Goal: Help me prioritise infrastructure maintenance projects given budget constraints.
Context: Our maintenance backlog includes [list of projects/assets] with total estimated cost of R[amount] against an available budget of R[amount].
Source: Use this asset condition and risk data: [paste notes].
Expectation: Create a prioritisation framework based on safety risk, service impact, cost of delay, and regulatory requirements, with a ranked project list and rationale.


Useful follow-up prompts:
•  Draft a board motivation for additional maintenance funding.
•  Create a public communication about planned maintenance.
•  Identify projects that could be phased to reduce upfront cost.

Prompt 43: Draft a Customer/Public Complaints Response Process
	COPY, EDIT AND PASTE PROMPT: Draft a Customer/Public Complaints Response Process
Use this when: public complaints are not being resolved consistently or on time.
Goal: Design a consistent complaints handling process for the public we serve.
Context: We receive complaints via [channels]. Common complaint types are [types]. Current turnaround time is [describe].
Source: Use these complaint volume and category notes: [paste notes].
Expectation: Create a complaints process with intake, categorisation, escalation, resolution timelines, and a reporting template for management oversight.


Useful follow-up prompts:
•  Draft a standard acknowledgement message for complainants.
•  Create a monthly complaints trend report template.
•  Identify recurring complaint causes that need root-cause fixes.

Prompt 44: Prepare a Business Continuity Plan Summary
	COPY, EDIT AND PASTE PROMPT: Prepare a Business Continuity Plan Summary
Use this when: you need to summarise continuity arrangements for a critical service.
Goal: Summarise our business continuity arrangements for [critical service/system].
Context: This service is critical because [reason]. Known risks include [risks, e.g. load shedding, cyberattack, supply disruption].
Source: Use these existing continuity notes and past incident learnings: [paste notes].
Expectation: Produce a continuity summary with key risks, response actions, roles and responsibilities, recovery time objectives, and gaps requiring further investment.


Useful follow-up prompts:
•  Draft a tabletop exercise scenario to test this plan.
•  Create a one-page summary for the risk committee.
•  Identify the single point of failure with highest impact.

Prompt 45: Evaluate a New Service Delivery Model
	COPY, EDIT AND PASTE PROMPT: Evaluate a New Service Delivery Model
Use this when: you are considering outsourcing, a public-private partnership, or a new delivery channel.
Goal: Evaluate whether a new service delivery model is worth pursuing.
Context: The proposed model is [describe: outsourcing, PPP, digital channel]. It could affect [cost, service levels, staffing, risk transfer].
Source: Use these details and assumptions: [paste notes].
Expectation: Evaluate the model on cost-benefit, service quality impact, governance and PFMA implications, risk transfer, and public interest considerations, recommending go, no-go or pilot first.


Useful follow-up prompts:
•  Create a pilot implementation plan.
•  Identify approvals required from the Executive Authority or Treasury.
•  Draft questions to test with a potential partner.



Prompt Library 10: Innovation, Technology and Sustainability
Use these prompts to explore digital transformation, cybersecurity readiness and just transition planning.
Prompt 46: Identify Practical AI and Digital Use Cases
	COPY, EDIT AND PASTE PROMPT: Identify Practical AI and Digital Use Cases
Use this when: you want to identify where AI or digital tools can genuinely help the SOE.
Goal: Identify practical AI and digital transformation use cases for our SOE.
Context: Key functions include [operations, customer service, finance, HR, reporting]. Current pain points are [pain points].
Source: Use these tasks and problems: [paste list].
Expectation: Identify use cases ranked by impact, ease of implementation, data readiness and risk, including safeguards for data privacy (POPIA) and procurement implications for any new technology.


Useful follow-up prompts:
•  Create a 90-day digital adoption plan.
•  Identify tasks that should not be automated without human oversight.
•  Draft an AI and data use policy for staff.

Prompt 47: Prepare a Cybersecurity Readiness Summary
	COPY, EDIT AND PASTE PROMPT: Prepare a Cybersecurity Readiness Summary
Use this when: you need a plain-language summary of cyber risk exposure for the board.
Goal: Summarise our cybersecurity readiness for the board or audit and risk committee.
Context: Our systems include [key systems]. Known vulnerabilities or past incidents include [describe].
Source: Use these IT security assessment notes: [paste notes].
Expectation: Produce a readiness summary covering key risks, current controls, gaps, recommended investments, and reporting obligations, in plain language for non-technical board members.


Useful follow-up prompts:
•  Draft a board report on this cybersecurity summary.
•  Create a staff awareness communication on phishing risks.
•  Identify which gaps pose reputational versus operational risk.

Prompt 48: Draft a Just Transition or Sustainability Position
	COPY, EDIT AND PASTE PROMPT: Draft a Just Transition or Sustainability Position
Use this when: your SOE needs to articulate its approach to decarbonisation, energy transition or environmental sustainability.
Goal: Draft a position statement on our approach to [just transition/sustainability topic].
Context: Our SOE's current position/activities include [describe]. Key stakeholders expecting clarity include [regulators, communities, investors, labour].
Source: Use these background facts and existing commitments: [paste notes].
Expectation: Draft a clear position statement with context, current commitments, planned actions, timelines, and risks of inaction, avoiding overstated claims that cannot be substantiated.


Useful follow-up prompts:
•  Create a public-facing summary version.
•  Identify commitments that require board approval before publishing.
•  Draft an internal briefing for staff on this position.

Prompt 49: Evaluate an Innovation or Pilot Project Proposal
	COPY, EDIT AND PASTE PROMPT: Evaluate an Innovation or Pilot Project Proposal
Use this when: a team has proposed a new pilot project or innovation and you need to assess it.
Goal: Evaluate whether a proposed innovation pilot is worth approving.
Context: The pilot involves [describe idea]. It would require [budget/resources] and aims to achieve [outcome].
Source: Use these proposal details and assumptions: [paste notes].
Expectation: Evaluate the pilot on strategic fit, cost, risk, scalability, and measurement plan, recommending approve, reject, or approve with conditions.


Useful follow-up prompts:
•  Create success metrics to evaluate the pilot after 90 days.
•  Draft an approval memo for EXCO.
•  Identify what would need to be true for this to scale successfully.

Prompt 50: Build a 3-Year Digital and Innovation Roadmap
	COPY, EDIT AND PASTE PROMPT: Build a 3-Year Digital and Innovation Roadmap
Use this when: you want a longer-term, realistic technology and innovation plan.
Goal: Create a 3-year digital and innovation roadmap for our SOE.
Context: Our SOE is a [type] with current systems of [describe]. Budget constraints include [constraints].
Source: Use these current capabilities, gaps and strategic priorities: [paste notes].
Expectation: Create a roadmap by year with priorities, projects, capability requirements, budget considerations, risks and success measures, realistic for a public entity funding environment.


Useful follow-up prompts:
•  Turn year one into a detailed implementation plan.
•  Create a summary slide for the board.
•  Identify quick wins achievable within the current budget.



Final Thoughts
AI becomes valuable when it is used consistently on real governance and operational tasks. The aim is not to use AI for everything. The aim is to use it where it saves time, improves thinking, strengthens communication, or helps you act with more clarity and accountability.
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 entity's mandate, sector and stakeholders. Over time, this becomes a practical governance asset.

	Your next step
Choose one governance or operational 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, professionals and public institutions.
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 organisation, consider building a companion library for another function in your entity. Governance, finance, operations or stakeholder relations each benefit from their own tailored prompt set.
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