Module 2: Drafting Professional Documents (20 Minutes)
Activity 1: Create a Standard Operating Procedure (SOP)
Prompt:
Create an SOP for preventive maintenance of a truck assembly line. Include purpose, scope, responsibilities, procedure, safety precautions, and documentation requirements.
Activity 2: Create Meeting Minutes
Prompt:
Create MOM for a production review meeting attended by Plant Head, Production Manager, Quality Manager, and Maintenance Manager.
Participants immediately see practical value.
Module 3: Document Transformation (20 Minutes)
Take an existing document and demonstrate:
Rewrite Professionally
Prompt:
Rewrite this document in professional corporate language.
Make Concise
Prompt:
Reduce the content to one page while preserving key information.
Change Tone
Prompt:
Rewrite this content for senior management.
Prompt:
Rewrite this content for shop floor operators using simple language.
Module 4: Report Creation for Manufacturing Teams (25 Minutes)
Production Report
Prompt:
Create a daily production report template for a truck manufacturing unit.
Quality Report
Prompt:
Create a monthly quality performance report template including defects, rejection percentage, root causes, and corrective actions.
Incident Report
Prompt:
Create a machine breakdown report template.
Module 5: Copilot from Existing Documents (20 Minutes)
Open a large document and demonstrate:
Summarize
Prompt:
Summarize this document in 10 bullet points.
Extract Actions
Prompt:
List all action items with owners and deadlines.
Extract Risks
Prompt:
Identify all risks mentioned in this document.
This usually gets the strongest participant reaction.
Module 6: Management Communication (20 Minutes)
Email Drafting
Prompt:
Draft an email to all department heads regarding a planned maintenance shutdown.
Management Note
Prompt:
Prepare a one-page executive summary for plant leadership.
Customer Communication
Prompt:
Draft a professional response regarding delayed vehicle delivery.

Manufacturing-Specific Use Cases for Ashok Leyland
	Department
	Copilot Use Case

	Production
	Daily Production Reports

	Quality
	NCR Reports

	Maintenance
	Breakdown Analysis Reports

	Safety
	Incident Investigation Reports

	HR
	Training Reports

	Stores
	Inventory Summary

	Purchase
	Vendor Evaluation Reports

	Projects
	Project Status Reports

	Plant Head
	Executive Summaries

	Sales
	Customer Meeting Notes



Take a 10-page maintenance pdf manual and ask Copilot:
Summarize this document into one page.
Then ask:
Create a training handout for technicians based on this document.
Then ask:
Create 15 quiz questions from this document.
Participants immediately see how hours of work can be completed in minutes.

