
Madison AI

P U R P O S E - B U I LT  A I  F O R  L O C A L  G OV E R NM E N T

Task Cards
Five more real workflows for using Madison AI as your

everyday assistant. Setup, plays, and confidence checks for

the work your team already has to get done.

I N S I D E

1. Turn a Research Thread Into a Report

2. Run the Compliance Check Before It Goes Out

3. Edit With AI Instead of Retyping

4. Build a Solicitation From Your Own History

5. Check the Score Before You Trust the Answer
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Turn a Research Thread Into a Report

FOR

Analysts, planners, executive staff working

through an open question before a

recommendation

OUTPUT

A canvas-ready report built from selected chat

responses, plus the source thread for reference

S E TUP

Agency-wide model, research thread Canvas / “Make a Report” feature

TH E  P LAY

1. Open a research thread and work through the topic like a conversation, pulling in past board action,

policy, and sentiment as needed.

2. Keep asking follow-up questions until the recommendation feels solid, not just the first answer that

comes back.

3. Use “make a report” from the bottom rail of the thread when ready.

4. Choose whether to include the full thread or select responses. Exclude anything you tested and rejected,

like an early draft you later changed.

5. Confirm which source files back each included response before continuing.

6. Finish the resulting draft in the canvas like any other report.

CONF I D ENC E  CHECKS

◆ Every included response traces to a source you'd stand behind.

◆ Excluded responses are excluded on purpose, not by accident.

◆ The final draft reflects your most recent thinking, not an earlier pass you talked yourself out of.

WATCH -OUTS

◆ An unexcluded response can bleed into your final report, like an 11-week proposal showing up after you

settled on eight weeks. Check what carries over before you hit continue.

ADAPT  I T  FOR Council recommendations that started as an open question · Board proposals built from multiple

conversations · Any deliverable where you didn't know your answer walking in
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Run the Compliance Check Before It Goes Out

FOR

Planners, procurement staff, anyone finalizing a

templated deliverable

OUTPUT

A compliance report you can export and share

alongside your document

S E TUP

Canvas Compliance check (ask your account team if not yet turned on)

TH E  P LAY

1. Finish your draft in the canvas as usual.

2. Run the compliance check before you export.

3. Review completeness first. Anything left blank, like a missing RFP number, gets flagged here.

4. Review policy next. This checks against your thresholds, required language, and templates.

5. Review template adherence last. Any changed language, like an indemnification clause or a swapped

domain in a contact email, shows up here.

6. Work through flags one at a time. Accept the ones that matter, dismiss the ones that don't.

7. Export the compliance report alongside your document if someone else needs to review it.

CONF I D ENC E  CHECKS

◆ Every flag has a clear reason attached, not just a red mark.

◆ Each flag gets an explicit call, not a skip.

◆ The exported compliance report matches the final version of your document.

WATCH -OUTS

◆ A flag doesn't always mean something's wrong. Some inconsistencies are expected given where the

content comes from. Use judgment rather than clearing every flag just to make it green.

ADAPT  I T  FOR Any templated report, not just procurement · Second-reviewer sign-off before a document goes to

counsel · Catching small errors before print
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Edit With AI Instead of Retyping

FOR

Anyone finishing a draft in the canvas

OUTPUT

A polished final document without rewriting from

scratch

S E TUP

Canvas Any templated report or freeform export

TH E  P LAY

1. Get a first draft into the canvas, either through a workflow or a research thread.

2. Read it through once before touching anything. Note what needs to change instead of editing line by line

as you go.

3. Highlight a section and use edit with AI for the built-in options: shorten, elaborate, make more formal.

4. For anything else, highlight and type an ad hoc instruction, like “make bullet points” or “add a transition.”

5. Type directly into the canvas for small manual fixes, the same as any Word document.

6. Save as you go.

CONF I D ENC E  CHECKS

◆ The edited section still says what you meant, not just what reads well.

◆ The draft is treated as 80 percent done. The last 20 percent, your style and your council's expectations,

is yours to add.

WATCH -OUTS

◆ Don't try to fix the whole document in one edit-with-AI pass. Work section by section so each change can

actually be checked.

ADAPT  I T  FOR Staff reports, ordinances, and resolutions · Any long templated deliverable · Turning a rough draft

into something presentable
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Build a Solicitation From Your Own History

FOR

Procurement staff, project leads running a new

solicitation

OUTPUT

A solicitation document informed by your own

past contracts, staff, and pricing

S E TUP

Solicitation Builder Contracts & Procurement model

TH E  P LAY

1. Start the workflow with the basics: what you're buying, roughly how much, the term.

2. Let Madison surface past solicitations for the same type of work and pull forward the requirements you've
used before.

3. Confirm any clarifying flags, like maintenance versus new construction, so the right template gets selected.

4. If a template mismatch gets flagged against your procurement policy, like an RFP that should be a request

for bid, confirm the change before moving on.

5. Ask for a spend estimate if you don't have one. It pulls recent comparable contracts and vendors.

6. Confirm anything flagged automatically: council approval thresholds, prevailing wage requirements,
recommended contract term.

7. Build the scope from the prior solicitation as a starting point, adding or removing detail as needed.

8. Ask for a breakout by location or category if your bid structure needs it, like pricing per site.

CONF I D ENC E  CHECKS

◆ Every historical figure, past vendor, past pricing, past scope, traces back to an actual prior contract.

◆ Threshold, prevailing wage, and term flags match your procurement manual.

◆ The final scope reflects this project, not just a copy of the last one.

WATCH -OUTS

◆ Don't accept a suggested template or threshold without confirming it against your own policy. These are

flags to review, not automatic approvals.

ADAPT  I T  FOR Recurring service contracts, like landscaping or janitorial · Any solicitation where “we've done this

before” is true · Building a defensible spend estimate before going out to bid
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Check the Score Before You Trust the Answer

FOR

Anyone using research or chat threads for a

recommendation

OUTPUT

A quick read on how reliable a response is before

you build on it

S E TUP

Research / chat threads In-chat quality evaluator (in testing)

TH E  P LAY

1. After a response comes back, check the citations first, the same way as always.

2. Look at the three-bucket quality view: source relevance, source coverage, and confidence.

3. If everything is green, move on.

4. If anything is yellow or red, read the summary explaining why.

5. Decide whether the flag is expected, like a topic with only one legitimate source, or a real gap.

6. If it's a real gap, ask directly: “What other coverage do you have on this?” or name the record you'd

expect to see, like last year's minutes.

7. Regenerate or supplement the response with what you find before building a report from it.

CONF I D ENC E  CHECKS

◆ A yellow or red flag has a specific reason attached, not just a low score.

◆ Each flag gets a judgment call, not a blanket accept or dismiss.

WATCH -OUTS

◆ Yellow or red doesn't automatically mean wrong. Some topics only have one legitimate source, and a

coverage flag on that source is expected. Read the reasoning rather than reacting to the color alone.

ADAPT  I T  FOR Any research thread before it becomes a report · Training staff on how much to trust a first answer

· Contested or thin-source topics, like a divisive council vote
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