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JOURNEY SO FAR







Capacity
building

Helping everyone get
comfortable, confident and
safe with Al.

Pilots

Testing real use cases where Al
can actually make our work
easier.



© Pexels



Al Needs Assessment Internal Survey - Interreg CENTRAL EUROPE
Joint Secretariat

Artificial Intelligence (Al) is becoming an increasingly valuable tool in office workflows, helping to streamline tasks, enhance efficiency, and
support decision-making. As we explore how Al can support our daily work at the Interreg CENTRAL EUROPE Joint Secretariat, we want to
understand your current experience, expectations, and concerns regarding Al in the workplace. This survey is a key first step in assessing
our collective needs and identifying useful Al applications for our office. Your feedback will help shape future learning materials, guidelines,
and potential Al-driven pilots to support our work. Whether you are familiar with Al or just starting to explore it, your input is essential. The
survey takes approximately 5-10 minutes to complete. Thank you for sharing your insights!

Hi, Katarina. When you submit this form, the owner will see your name and email address.

* Required

Section 1: Al Awareness and Experience

Internal
Survey

1. How familiar are you with Al concepts and tools? *

O Not at all familiar — [ have only heard about Al but have never used it.

O Somewhat familiar — | understand basic Al concepts but have little to no hands-on experience.
O Familiar but not confident using Al — I have tried Al tools a few times but wouldn't say | use them regularly.
O Comfortable using Al in my work — [ actively use Al tools for specific tasks and feel confident doing so.

O Advanced knowledge of Al — | have deep experience with Al tools and can integrate them effectively into workflows.




Al
Guidelines

Smart Use, Safe Use

Al GUIDELINES
SMART USE, SAFE USE

Version 1, September 2025

The Al Act provides a undlorm legal framework for the use of Al
i the European Union.

1t came into force on 12 fuly 2024, and the first rules entered
40 application from 2 February 2025: Comparses d

are obliged to ensure a sullicient level of Al teracy among th
Stalt; Al applcations that are diassified as partcularly high risk
are prohibised.

Ensuring Al literacy (Art. 4)

+ Companies must ensure that their stalf has sulficient Al
competence and knowledge of internal Al regulations.

+ Employees must have the skills and understanding to use Al
systems safely and effectively

+ They should be aware of the opportunities and risks of Al and
e able to deal with them responsibly.

Prohibited Al applications (Art. 5)

+ Social scoring (evaluation and dassification of peaple).
+ Behavioral manipulation.

+ Realtime biometric identification n public spaces (with
exceptions).

+ Emotion recognition i the workplace or in schaols.

Al USE IN WIEN HOLDING AND CITY OF VIENNA

Vou ned to keep this in mind:

Humn resporsibility

© You are shways recporsible for content creaied or ackad wieh AL
Check everything for accuracy. fsirness, and relisbility. a5 Al toals
can make mistskes or “hallucnste.”

+ Some spproved
Pro. ow sclute Al pomered s
fagular work ararcnment and can e used &
accourts,
+ Free o privatelyregistered Lools may coly be used lor no-canfdendal
v

Transparency of Aluse
‘Wiorks generared exdusively by Al st be deary indca

Respect
+ Folla copyTight aw, prciect prvacy, and resgect Lhe right Lo ones oan

Internal compliance.
+ Fallaw GDPR rufes. Al must rever be used or employee
formance wacing.




B Alresources ~

Al has evolved quickly and so has the way we ask it for help. The techniques below show how to get better, more useful answers without

+ Add section + Add page

wasting time.

l About this library Prompting techniques

' Intreduction to Al Writing style and guidelines 1. Zero-Shot Prompting — Ask Without Examples

. § ] What it is: You simply tell Al what t— I ded.

' Working smarter with... How to make most of Copilot/ChatGPT L iLis: Tou simply what youwant = no examples neece

How to use it:
Prompt library Writing emails and reports Good for simple, clear tasks: “Summarise this report in three bullet points.”

Works best when the task is straightforward and the Al already “knows" the topic.
' FAQs Summarising meetings and documents . Tip: Include context or audience in your prompt. Even a short sentence like “for colleagues with no technical background” makes a

huge difference.
Brainstorming and idea generation

Creating visuals or slides
2. Few-Shot Prompting — Show How It's Done

structuring and proofreading text What it is: You give one or two examples in your prompt so the Al can mimic the style or format.
How to use it:
Woarking with spreadsheets Example:
“Here is an example of a short project summary: ...
Mow summarise this new project in the same style.”
Works best for tone, formatting, or style.
. Tip: One clear example is usually enough — too many can confuse the Al. This is great if you want consistent outputs across reports,

emails, or slides.

3. Step-by-Step Prompting — Guide the Al's Thinking

What it is: Instead of asking for the final answer, guide the Al through the task in steps.

AI How to use it:

Example: “List the main points, then explain each, then suggest one next action for the team.”

L I B RA RY Ideal for complex reports, planning, or analysis.

. Tip: Breaking the task into steps prevents messy, rambling answers and gives you something you can use directly.

4. Meta-Prompting — Tell Al How to Structure Its Answer
What it is: You guide Al not just en content, but on how to organise it.

How to use it:



Pilots
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Harvesting Report

Feedback from Interreg CENTRAL EUROPE
Stakeholders on the Future Shape of Interreg

Analysing and
drafting

Survey analysis
Drafting of harvesting report



[E] Your Custom Scheduling Rules

Category Rule
[ Dates " Exclude 16 & 17 April if possible
+ Prioritize appointments until 9 May
17 Times +" 1-hour meetings only
+ Avoid double-booking (no two meetings at same time preferred)
+ Prefer grouping appointments for each Bxpert on same day
Goal +" Try to schedule all 45 projects
[T Provide a list of any unscheduled projects if needed

Scheduling
and coding ot

Step into the stories behind cooperation.

Scheduling online hearing
during assessment

Coding story blog page




@ Copilat Studi Programme Manual Buddy Last updiated Novesnber 19, 2029 at 112742 AM m

Deseribe  Configure

o

Programme MarmalBuddy
e Programme Manual Buddy

e ) search and conversat o ues. focused on helping them and disoy
Central Europa programme manual via web chat. Each answer that

A search and conversation assistant for colleagues, focused on helping and discuss informal
the relevant chapter, Tha agent will only

from the Interreg Central Europe programme manual via web chat.

Explain a term Summariza a section

Can yeu help me find What does prepect an you summarize the
srsation sssistant for colleagu v infoemation about partnership’ mean f 2 specific
ebgibity critera n the. accarding ta the PD
- _ dons and information from the POF 4 POz
< i referencing the PDF a5
y redates 1o the PDF. include 3 refers: to
= d s Clarify a process. Locate a form Campare sections
Hows does the appiic Whners can | find the What are the differances
® OF. i st o
related to the PDF or the program
o PO, poiitaly redirect # tacting
e
' fo ct om the POF and do not

process work 33 descr porting forms in o batween project types in
in the POF? FOF? the PDF?
Configure Preview  Model s

ty Check Agent

Programme manual buddy
Eligibility check tool e i iy e i

loaded by the user for project application eligicil This agent reviews uplaaded files for project applcation ligibitty
- Check that the application fomn i flled in Englsh. ehecking ol required eriteia and providing feedback on complia
that bead applicant and partnér declarations are provided The agent fils in the uploaded Excel template with the results of the
e declarations match the offcial program template and are not modified, elgibilty checks

Eligibility Check Agent

Jarstion i
- For private lead appikcants, check that ll required documents are peavided: simplified financil ststements for the

Conversation starters Are the declara Is the bead appli
in my appli decla
Please review my uploaded project appication fles for eligit inline with the... signed in my fi
el me ifany reqired documents are missing from my submission?
e the decarstions in my agglication e with the pregram temglate?
e lead agplicant desiaration sgned n my files?
Have | provided ll documents required for  private lead applicans

Did the lead applicant gass the financ check based on the uplosded documents




LEARNINGS SO FAR

LLMs are helpful but have clear limits
The eligibility pilot showed that generative Al struggles with strict, rule-based procedures

and complex document sets.

Automation supported by Al is a promising direction
Fixed workflows where Al assists, not decides.

Long-term: we need a “modern workplace”

An ecosystem where processes, tools and data connect smoothly, giving us transparency,
consistency and the ability to scale up.
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FUTUREPROOFING

Keep learning - step by step, continously

Share experiences - the good, the bad, the surprising.

Use what works, safely - grow from pilots, stay within our guidelines.
Automate and modernise - redesign how we work, not just speed it up.
Review and adapt - as tools evolve, so must we.

Keep people at the centre - Al supports us, it does not define us.
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