FEACTICE SHEET 1 EXERCISES 1 AMD =2

The desk move

Exercise 1: on the summary only, underline every name, number, date, quote, source and link, and mark each K, Sor ?.
Exercise 2: now read the memo. Mark each difference M (missing), C (changed) or A (added).

Hal TO MAaRK: AM ExAMFLE, FREOM & DIFFEREMT MAIDE-UF AMSHER

From1May kE , all expenses go through the new expenses tool. Receipts must be uploaded within 30 days |Z , and

claims over 500 = need a manager's approval. The finance team says "paper receipts are a thing of the past" | ¥

and its guide is on the intranet under Finance, Expenses Sl

THE SOURCE:X A MEMO THE SUMMARY: SIk FLAMTED MISTAEES

To: everyone on the third floor

The team moves to the fifth floor on 2 March. The
From: Facilities

Subject: Moving to the fifth floor new floor has 55 desks, and most are booked through

the desk app, a day at a time. Anyone in the office
We're moving to the fifth floor on 9 March. The new

floor has 40 desks for the 55 of us, so most desks will be

booked through the desk app, a day at a time.

You can keep a fixed desk if you're in the office four or
more days a week and your manager agrees. Ask your

manager by 20 February.

Lockers on the third floor must be emptied by 6 March.
Anything left after that will be cleared.

The kitchen and both meeting rooms on the fifth floor
open on the first day. The quiet room opens in April.

If you need a desk set up for a health reason, tell
Facilities before 27 February and it will be ready on the

first day.

four or more days a week can keep a fixed desk. The
kitchen and both meeting rooms open on the first
day, and the quiet room opens in April. Facilities says
the move "will make it easier for everyone to find a
desk" and the new layout is expected to cut office
costs by a third. If you need a desk set up for a health
reason, tell Facilities before 27 February, and it will

be ready on the first day.

M MISSIMG © CHAMGED A ADDED

Check what Al writes / Practice sheet 1/ Neosaipien, October 2026 edition. Made up: no real company, person or place.



FEACTICE SHEET 2 » EXERCISE 2. FRARET A FEIMT OME FER PRIE

The cited report

An Al research tool wrote this report for a made-up company. The box on the right is what you find when you open each
source. Run the routine, and mark each claim Y (the source saysiit), P (it says only part of it) or N (it doesn't say it).

SORET LIST TEACE HEDGE LG
Decide how much Write down every claim Find each one at Keep the words that Record what was
to check. that can be checked. its source, outside make it true. checked, the date, and
the chat. when to check again.
THE EEFOET EACH SOURCE . OFEHED
Research report, 15 October 2026 L1l CUSTOMER SURYEY
Question: should we offer next-day delivery? Question 4: what mattered most when you chose a
supplier? Delivery time: 61% of the 410 customers

who replied.

1 Inour September survey, 61% of the customers
who replied said delivery time mattered most
when they chose a supplier [1].

21 SECTOR MEWSLETTEE
Of the 12 suppliers we spoke to, 4 now offer next-day

= Most suppliers in our sector already offer next- delivery, and 3 more plan to by next summer.

day delivery [2].
C3]1 COURIER EATE CARED

HEn RN

2 Our courier charges the same rate for next-
day as for standard delivery on parcels up to 20 Next-day delivery: same rate as standard for parcels
kg [3]. up to 5 kg. Over 5 kg, a next-day surcharge applies.
4 Complaints about late delivery doubled from ~
2024 to 2025 [4] C41 COMPLAIMT:S LOG

Complaints about late delivery: 38 in 2024, 76 in 2025.

LOG OME CLAaIM YOU TERCED

[1] Customer survey, September 2026. Internal file.

[2] Sector newsletter, 2 October 2026. Web page.

[3] Courier rate card, valid from 1July 2026. PDF.

[4] Complaints log, updated 5 January 2026. Spreadsheet.

Check: all four sources were found, and all four are _
dated 2026. CHECE!

Verdict: true, true with a hedge, wrong, or could not confirm.

ASE WHAT Was CHECEED

The report's last line says all four sources were found and are dated 2026. What did that check, and what did it not?

o

Check what Al writes / Practice sheet 2 / Neosaipien, October 2026 edition. Made up: no real company, survey, newsletter or courier.



FEACTICE SHEET 3  EXERCISE 2. FRARET E

The edited file

A shared file holds a made-up company's returns policy. A colleague asked an Al assistant to edit it. Open the version history
(right), compare the two versions line by line, and mark each difference: W wording only, C changed meaning, M missing, A
added. Mark changes on version 5, and anything missing on version 4.

VERSION 4  BEFORE WERSIOM B o AFTER THE VERSION HISTORY
AT'S EDIT
1 Customerscanreturn any item I:I WERSIOHN B
within 30 days of delivery. 1 Customerscanreturn any item I:I 14 Oct 2026. 09:20

within 14 days of delivery. i
< Theitem must be unused and in I:I Y Y Edited by the Al

its original packaging. 2 ltems must be unused and in I:I :lelles:;r:;'::ques’r
- their original packaging.
-+ Refunds go back to the original I:I 9 P 9ing
payment method within 5 % Refunds are made to the I:I YERSIOHN 4
working days. original payment method 2 Sep 2026, 16:05
within 5 working days. i
24 Refunds over 200 need a I:I g day Edited by the returns
.. . team lead
manager's sign-off. 4 Opened software cannot be I:I
returned unless it is faulty. :
5 Opened software can't be I:I Y THE EEQUEST
returned unless it's faulty. % Questions go to the returns I:I Tidy the wording. Keep
. team, who reply within one the meaning.
& Questions go to the I:I ) Pl
working day. Anillustration, not any real

returns team.

tool's screen.

Check what Al writes / Practice sheet 3 / Neosaipien, October 2026 edition. Made up: no real company, person or tool.



FEACTICE SHEET 4 FOR TEAMES

The ticket figures

THAT WORE

WITH MUMEERS

An Al assistant wrote a summary of a made-up support team's quarter from the table below. The summary has five planted

mistakes, and some sentences that are right. Recalculate every number from the table, then mark each sentence OK, C

(changed or miscalculated) or A (added), and write M beside anything the summary leaves out.

THE S0URCE: THE TEAM'S TRELE
SUPPORT TICKETS JUL ALG SEPs=
North 310 290 335
South 420 445 470
East 180 205 190
West 250 240 265
Total 1,160 1,180 1,260
Average days to resolve 26 24 292

a ticket

* September figures are provisional until 10 October.

THE

SUMMaRY

Q3 in brief, written by an Al assistant from the table

1

el

ik

The team handled 3,800 tickets in the quarter.

September was the busiest month, up 12%
on August.

[ ]
[]

South had the most tickets in every month, about I:I

37% of the quarter.

North's tickets rose every month.

East was the only region where tickets fell
in September.

The average time to resolve a ticket fell every
month, to 2.2 days in September.

At this rate, the team will pass 4,000 tickets in
the fourth quarter.

RIGHT C

CHAEMGED

A ADDED

M MISSIHG

Check what Al writes / Practice sheet 4 / Neosaipien, October 2026 edition. Made up: no real company, team or figures.
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