MORESHOP IH & BOX

Brief an

Agent

A 60 minute session on handing work to Al agents,
and staying in charge.




Claude, ChatGPT and Gemini now
take a goal and do the work.

What you can see depends on your plan, your country and your admin.

Claude ChatGPT Work

Since 16 Sep 2026, chat and Cowork Since 9 Jul 2026, one app holds
are one Claude. Hand over a task in Chat, Work and Codex. Switch the
any conversation: there is no mode toggle to Work for a task that ends
to pick. in a file or a finished job.

For software: Claude Code For software: Codex

Read on each vendor's own pages, 16 Oct 2026. Neosaipien is not affiliated with Anthropic, OpenAl or Google.

Tasks in Gemini

Click Task below the text box:
personal accounts on Google Al Pro
or Ultra, for now. At work, Gemini
lives inside Gmail, Docs and Sheets.

For software: Antigravity



OH MATHEW'S EBECOMMEMDAT TOH

Claude first, ChatGPT second, Gemini third.

The tool your organisation approves comes first, for company data. Each one wins somewhere:

One conversation. It asks before
acting, by default.

Hand over a task

Documents, slides, sheets Docs and Slides on every plan.

Claude for Excel.

Research The web plus your connected work

tools.

Repeat routines Scheduled tasks, and Dispatch on

the desktop app.

Meetings, pictures Give it the transcript or the notes.

Work, with a cloud browser for sites

you sign in to.

Following company templates
(OpenAl's own claim).

Most control: edit the plan, name
the sites.

Tasks that start when an email or
Slack message arrives.

Meetings plugin (beta, Mac).
ChatGPT Images 2.5.

Vendor claims are the vendors' own. Read 16 Oct 2026. Neosaipien is not affiliated with Anthropic, OpenAl or Google.

Task, on personal accounts only, for
now.

Inside Docs, Sheets and Slides at
Google companies.

Free Deep Research. Gemini
Notebook for your own files.

Schedules in tasks, on personal
accounts.

Take notes for me in Google Meet.
Nano Banana images.



THEEE ASK FOR THE OUTCOME

Describe the result you want, attach files, and choose the folders it may use.
Anthropic's pages on Claude, 16 Sep 2026, in plain words

Add your files, then "describe the outcome you want" with any rules, and how you will
judgeit.
OpenAl, ChatGPT Work and Codex help page, read 16 Oct 2026

Describe the task, and when it should run.
Google, Gemini Apps Help on tasks, read 16 Oct 2026, in plain words

So the skill isn't clever wording any more. It's the brief: the outcome, the limits and when to stop and ask.

The makers' words are their own. Read 16 Oct 2026. Neosaipien is not affiliated with Anthropic, OpenAl or Google.



In one study, people tapped out well-known songs, and expected the
listener to name them half the time.
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A study of songs, not Al.



Your briefis
the tapping.

You hear the whole tune: why it matters, who it's for, what's
off limits. The agent only gets what you type, and it acts on

its best guess. .

Our comparison. The study was about songs, not Al.




Give it six things before it starts.

Goal Done looks like Context

What it is to achieve, why, and by The finished thing: format, length, The files, links and examples to use,
when. where it lands. and which to trust.

May touch, must not Limits Stop and ask

What it may read, use and change, Time, steps, pages or spend: when to The moments it must come back to you
and what is off limits. stop anyway. first.

Before running an agent, think carefully about "what it is to achieve" and "what actions it should be allowed to take"
and "when it should stop and seek human approval”

UK National Cyber Security Centre, 20 Aug 2026



Sort out a venue for the team day.

1 GOAL Find three venues for our tfeam day in November, so | can choose one by Thursday.

A table in this chat: venue, travel time, room for 20, step-free access, alink to its
own page. Best first.

3 COMTERT Last year's feedback and our travel policy (attached). Treat review sites as
background only.

You may search the web and read venue websites. Don't book, pay, sign up, fill in
any form or email anyone.

5 OLIMITS About 20 minutes. No more than 20 web pages.

& STOP AMD ASE

If a venue asks for a deposit, a sign-in or anyone's details, stop and tell me.

LEVEL 1 REAI Check: The facts. Open each link and find the room size on the venue's own page.
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Turn a vague request into a brief

Pick a request, A to D, or a task of your own with
nothing confidential in it.

o Sort out the supplier stuff before
Write the six parts on a brief card. Tick a level and a "~ Friday.
check.

Get the new starter ready for
Monday.

Swap cards. Ten second test: could you start without
asking? Circle where you'd ask.

Swap back. Fix one circled part. ~  Look at last quarter's numbers and
" tell me what's going on.

One pair reads out its Done looks like, and its May
touch, must not.

Clean up the team calendar for next
week.

Read it the way an agent would: literally, and without asking.



Four levels. Start low.

LEWEL =
. [ F el 1 el AS k ﬁl'S'l'
Dl'dﬂ' It acts, and asks
Read It drafts. Only you pay, delete or
send or share. change.

It looks and reports.
It changes nothing.

Up one level after five clean runs. Down at once after a surprise.

A clean run: it passed all five checks, with nothing to fix.

Alone

It acts inside fixed
limits. You review
after.

1The job
Did it do what the brief asked?

2 The facts

Is every name, number, date and
quote real?

3 The steps
How did it get there?

4 The changes

What is different now?

5 The sign-off

Would you put your name to it?



"Ask first" is set in the tool,
not typed in the brief.

A sentence in a brief is not a lock. Find the approval setting, set it to ask, and
check nobody has switched it off.

"By default, Claude asks before It pauses so you can "approve Tasks stop for your sign-ins and
taking an action” so leave it that important actions” as it works. Set confirm some actions. Write actions
way. Set connector tools to Needs each app to Always ask while you in connected apps always need your
approval, and choose Allow once learn, and never to Allow all actions. confirmation.

until you trust it.

Read on Anthropic's, OpenAl's and Google's own pages, 16 Oct 2026. Neosaipien is not affiliated with Anthropic, OpenAl or Google. 11 »~ 17



A connector is a signed-in
link o another app.

Your files, your calendar, your email. It can only reach what HMCP

your own account can reach, and only what the connector The shared standard those links use. Its
allows. own site says:

"Think of MCP like a USB-C port for Al
applications"

Connector App, inside a plugin Connected app

Add it in Customize, Connectors. Ina Add it in Settings, Plugins. In a chat: type

Add it in Customize. In a chat: mention it
chat: + then Connectors. @ or +.

with @.

Switch on only what the task needs. Start on ask or read-only.

modelcontextprotocol.io and each vendor's own pages, read 16 Oct 2026. Neosaipien is not affiliated with Anthropic, OpenAl or Google.



An agent that reads outside content (the web, outside email, files others sent) may
not also send, pay or delete without asking.

"For prompt injection attacks to be successful, two things must be true at the same time" and Anthropic names
them: Claude "can read information outside your trusted boundary, and can perform actions that could
compromise the user”

Anthropic, Use Claude Cowork safely, read 16 Oct 2026

These steps cut the risk. They don't end it.

Neosaipien is not affiliated with Anthropic, OpenAl or Google. 4 REJ L



CHAT
One answer, draft or idea that you use yourself. Can it be undone eqsily?

If not: level 3 at most, and you approve each step.

o i_ I": i-_::. ::. |_: i---i i-::: i__ I_i

A guestion that needs many sources, read and cited.

Does it leave the team?

A customer, a supplier, the public, money. If so: level 3 at most, and
a person presses send.

m, gummm E  u mmmm

The next step depends on what it finds, in your files and
apps. QUESTION 3

Does it read outside content?

AUTOMAT IOH
Web pages, outside email, files others sent. If so: it must not also

You can write every step down in advance, the same each , ,
send, pay or delete without asking.

time.

Set each agent’s level: the lowest level that does the job, never above what the three questions allow.



m Sort the ten task cards by tool: Chat, Deep research, Agent, Automation.

For each Agent card, ask the three questions and write its level: the lowest level
that does the job, never above what the three questions allow.

Compare with the next group. Which card did you disagree about?

The tasks are made up. One card fits none of the four tools.



1 Which part of a brief did the ten second test catch most often?

=  Which task card did your group disagree about, and what
settled it?

Where is the approval setting in our own tools, and who checks
it?

4 Which of our tasks should stay with a person, at any level?



THE THSK

Type it here: one task that only reads and reports.

IT: OWHEE IT: CHECK

One person, not the whole team. One of the five checks, and how.




