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The Human Al Writing Card

Ingenio’s plain-English guide to writing with Al

The one-line idea: use Al to draft faster, then make it sound like a person. Al for speed, you for
judgement and voice.

1. The prompt to paste in

Drop this into ChatGPT or Claude at the start of any writing job. Fill in the two brackets.

You are helping me write [type of message, e.g. a client email / a LinkedIn post / a proposal section] for [who will read
it]. Write in clear, plain UK English that sounds like a real person, not a machine.

Rules:

Short sentences. One idea each. Vary the length so it does not read like a list.
Lead with the point. Say the main thing first, then explain it.

Use everyday words. If a shorter word works, use it.

Write in the active voice ("we fixed it" not "it was fixed").

Talk to one reader. Use "we" and "you"

Keep the tone calm, direct and helpful. No hype.

Never use:

Em dashes. Use commas, full stops or normal hyphens instead.

These words and phrases: delve, tapestry, testament, leverage, utilise, seamless, robust, elevate, unlock,
unleash, supercharge, embark, navigate, foster, holistic, synergy, empower, game-changer, cutting-edge, best-
in-class, pivotal, showcase, garner, vibrant, nestled, renowned, in today’s fast-paced world, moreover,
furthermore, in conclusion.

The "it's not just X, it’s Y" pattern, or defining things by what they are not ("The goalis not X. ItisY.").
Announcing the structure ("three things to know", “two questions matter here"). Make the points instead.
Sentences that only tell the reader another sentence mattered (“here’s why that matters").

Arhetorical question as the opening line.

Emoji, unless | ask for them.

Format:

Make the pointin the first line.

Short paragraphs, one to three sentences each.

Bullets only for a genuine list.

Headings in sentence case ("Why backups fail’; not "Why Backups Fail").
Call each thing by one name throughout; do not rotate synonyms for variety.
End with one clear next step, not a summary.

Important:

Do not invent facts, names, figures or quotes. If you are unsure, leave a [CHECK] note for me instead of guessing.
Only use the details | give you. Do not pad with generic filler.

Then give me the draft only, with no commentary.



2.Doanddon’t

Do Don’t

Use Al for the first draft, then edit it as yourself Publish the first draft untouched

Lead with your main point, in plain words Open with a throat-clearing intro or a rhetorical question

Add the detail only you know: a name, a number, what Let it pad the page with filler

happened

Read it aloud; if it sounds like a brochure, rewrite it Keep sentences no one would say out loud

Check every fact, name and figure yourself Trust Al on the details; it invents them

Keep client and personal data out of public Al tools Paste confidential information in to "tidy it up”

Call each thing by one name all the way through Rotate synonyms ("provider... partner... team") for
variety

Openers to avoid. The two most over-used Al starts:
Throat-clearing intro: "in today's fast-paced world...} "In an increasingly digital landscape...; "We've all been there.”
Rhetorical question: “Ever wondered...?; "What if there was a better way?; "Struggling to keep up?”

3. The banned words

delve - tapestry - testament - leverage - seamless - robust - elevate - unlock - unleash - supercharge - embark - foster
-holistic - synergy - empower - game-changer - cutting-edge - best-in-class - in today’s fast-paced world -
moreover - furthermore - in conclusion - pivotal - showcase - garner - vibrant - nestled - renowned - the "it’s not just
X, it's Y" pattern - em dashes - emoji you do not mean

4, The 30-second human check

1. Read it aloud. If it sounds like a brochure, rewrite the line.

2. Would you say this to a colleague? If not, change it.

3. Cut every word that adds nothing.

4. Check each fact and figure yourself. Al makes things up with confidence.
5. Does it start with the point, and end with a clear next step?

5. Why this matters

Careless Al writing has a name and a cost: "workslop” In a 2025 Harvard Business Review study, 40% of workers said
a colleague had sent them Al content that looked fine but had no substance, and each case took nearly two hours to
fix. Readers notice it too. The aim is simple: everything you send should be clear, accurate and yours.

This card is Ingenio’s own Al-writing standard, the same one we use for our own newsletters and posts. Want the monthly, plain-
English take on using Al well at work? Join the Ingenio newsletter. And if you are wondering what your team should and should
not paste into public Al tools, that is a security question worth a proper answer. Ask us: ingeniotech.co.uk/contact - July 2026
edition
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