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A convincing forgery in
the archive

Risks
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A collection with books,
audiobooks, films and
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A binder of standard
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The reference
desk: you ask in

normal words

How AI works
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owns none
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A reference desk built
into the tools you
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A collection that only
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The reading table: only
so many documents fit
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Token cards – Part 1: word cards
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Naaldwijk

Token cards – Part 1: word cards

bibliotheek
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A 20-page
annual report

Token cards – Part 2: text cards

The MT meeting
transcript from

Practice 2

Token cards – Part 2: text cards

A text message: "See
you at 14:00 in

Naaldwijk"

Token cards – Part 2: text cards

A 300-page
novel
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All the emails a
manager receives in

a year
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≈ 10 tokens

Token cards – Part 2: token number cards

≈ 120,000
tokens

Token cards – Part 2: token number cards

≈ 750 tokens

Token cards – Part 2: token number cards

≈ 2,500,000
tokens

Token cards – Part 2: token number cards

≈ 60 tokens

Token cards – Part 2: token number cards

≈ 10,000 tokens
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The prompt recipe

Then: read and check before you send.

Goal –
What do I
want?

Context –
Why, and
who is it for?

Source –
Which file,
email or
meeting?

Expectations –
Length, format,
tone?

AI at Work · Bibliotheek Westland
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Five golden rules
You are the author. Read everything before you send or
share it.

1

Check facts, names, dates and numbers – every time. 2

Protect people's data. No more personal details than the
task needs.

3

Work tools for work. Use your work Copilot, not free public
AI apps.

4

People decide about people. Hiring, reviews and absence
stay human.

5
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