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The Al-Assisted Business Writer

Moving from polished nonsense to high-signal business documents.

A practical playbook for briefing, guiding, and editing generative Al.
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Al is a fast-thinking assistant, not an authority.

The Machine Owns Speed The Human Owns Sense

Generating structures and - Strategic intent and
outlines. audience empathy.

Standardizing tone and - Fact-checking and

house language. evidence gathering.

Cleaning up wording and - Final accountability and
spotting repetition. judgment.

Summarizing raw

notes and Use Al for speed; use human
MELeSUDE, judgement for sense.




The five stages of the Al-assisted writing loop.

Provide Context

(Supply source text;
avoid giving crumbs)

Define the Job

(Purpose, audience,
and outcome)

Review Like

an Editor
(Proof against
purpose and risk)

Build Structure

(Ask for headings
before prose)

Draft Iteratively

(Draft in sections,
ask for alternatives)

Do not ask
Al to write
something
good

and hope
hope for
the best.

Weak
prompts
produce
weak work,
only faster.
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Grounded input beats general cleverness.

[ROLE] [CONTEXT] [CONSTRAINTS]
Who the Al + What exact + The specific + The exact rules: C —
should act as. format it must notes, minutes, tone, length, Grounded
produce. or facts it must jargon to avoid.
use. OUtPUt

Thin prompts lead to generic copy.

Do not expect the tool to guess names,
dates, figures, or policy details.
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Demand structure before prose.

Phase 1: The Outline.

Ask for headings and logical flow first.
Spot gaps, duplication, and wrong
sequencing early.

| [HEADER 1]
o

Phase 2: The Section Draft.
Ask the tool to draft one section at a

time. This reduces fluff and improves
consistency.

| [HEADER 2]

O -
@]

Phase 3: The Alternatives.

Ask for 2-3 different options for critical

elements (subject lines, opening hooks,
recommendations).

Prevent the wasted gulp: don’t let the wording harden into place around the wrong structure.
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Read Al output with extreme suspicion.

Are facts, dates, names, and numbers explicitly verified?

Have confident but unevidenced claims been stripped out?
Does the tone match the relationship and situation?

[s bland, generic fluff deleted?

Would you put your name to this, send it to a
client, and defend it in a meeting? If not, it is
not finished.
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Calibrating Al involvement by document risk.

Standard Follow-ups, | customer Complaints,
Blog Outlines Policy Comms, Articles

Al Role: Ideation, testing Al Role: Calm first drafts; requires heavy

alternatives. human review against legal and policy risks.

Customer-Facing
(External)

Emails, Meeting Operational Guides,
Summaries Reports

Al Role: Speed, condensation, Al Role: Structuring messy notes,
formatting. sequencing steps.

Internal

Routine Complex
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Imposing order on messy material.

Target: Executive Summaries & Reports.

The Goal: Condense while keeping purpose, findings, and actions intact.

Input

 Project X data points... quarterly results were
mixed, some segments... 45% increase in user
45% increase in user adoption (region B)

* Challenges in supply chain, delayed rollout...
budget constraints discussed in last meeting...

» CEO feedback was positive on strategy, but
requested more focus on cost reduction...

Key findings include...
action items: review budget, expedite hiring...

Annotated Prompt Blueprint

Summarise the attached report for an
executive audience [Role/Audience] in no more
than 300 words [Constraint]. Lead with the
purpose, then the three most important
findings, then the main

recommendation [Structure]. Use short
paragraphs, no jargon, and no background
detail unless it affects the decision
[Constraints].

Golden Rule: Use Al to shape material you already have. Never ask Al to invent analysis.
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Drafting substance over generic hype.
Target: Blogs & Long-form Articles

Lazy Briefing: Professional Briefing:

Write an article about poor report writing. Draft a 1,200-word article for business leaders
on the hidden costs of poor report writing.

Structure with an intro, four themed sections,
and a conclusion. Keep tone authoritative. Do

not invent research findings; insert a note

where evidence is needed.

Result: Generic sludge, overblown claims, Result: Structured, evidence-based,
clichés. actionable piece ready for refinement.

The Human Addition: Add your own workplace examples, data, and experiences post-
draft so the piece sounds like a person, not a content machine.
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Converting broad expertise into repeatable formats.
Target: Guides, Training Materials, & How-Tos.
The Goal: Sequence, clarity, and usability for new knowledge.

Structured
Output

Annotated Prompt Blueprint:

Create a practical guide for new
managers on writing handover
notes. Use these headings:
purpose, when to write one, what
to include, common mistakes,

example wording, and final
checklist. Keep it concise and
practical.




Drafting calm responses for sensitive situations.

Target: Customer Complaints, Refusals, & Delays.
The Goal: A measured first draft that protects trust and removes emotional friction.

Defensive Tone Calibration Dial Warm/Professional

Annotated Prompt Blueprint:

Write a customer letter responding to a complaint about repeated delays. Acknowledge
frustration without sounding defensive. Explain the practical action being taken. Keep
the tone warm and reassuring. Avoid legal language and keep it under 250 words.

Risk Warning:

Closely align wording with company policy. Use Al to draft, but review heavily for
refunds, liability, or emotionally charged issues.
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Engineering a unified organizational voice.

The Secret: Never just ask the Al to make it sound better.

Style Guide Consistent
rules Output
Tone Sample

Example Rules:

Rewrite to match company tone: clear, confident, practical, and courteous. Use UK
spelling. Avoid hype, jargon, slang, and exaggerated claims. Keep the meaning identical.
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Defeating the blank page through structured ideation

The Goal: Use Al to generate alternative titles, framing options, and anticipated objections.
The Rule: Never stop at the first list. Ask for sharper versions or options aimed at different
audiences.

Annotated Prompt Blueprint:

Give me 12 practical content ideas for
a business writing course aimed at
managers. Group them under 3

Objections

themes: clarity, persuasion, Al
support.

Add a 1-line explanation for why
each matters.

Alternative Titles
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Troubleshooting the anatomy of lazy use.

Root Cause Fix
Generic, sludge copy | Vague prompts; no Provide exact context,
that sounds like a source material constraints, and
machine. supplied. grounded facts.
Wrong structural flow | Asking for polished Ask for an outline and
or buried prose before knowing | draft in sections.
recommendations. the message.
Hallucinated facts, Skipping the editorial | Check facts; explicitly
invented quotes, or review phase. instruct Al to flag
confident lies. | missing evidence

instead of guessing.
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The Business Writer’s Al Mandate

2. Supply

—> the raw —> . — . —p
” an outline. sections. the tone.
material.

1. Brief the
task clearly.

3. Ask for 4. Draft in 5. Refine |

6. Proof-read
against
purpose and
risk.

The goal is not to sound like artificial
intelligence. The goal is to write faster,

think more clearly, and produce stronger
documents with less waste.




