Wyoming

Small Business Guide to Safely S B
and Effectively Using Al Network

Please email Wyoming SBDC Cybersecurity Program Manager Paul Johnson or call 307-314-5208 for
further assistance with using Al in your business contact your SBDC Advisor for assistance. Visit the
Wyoming SBDC Network website for comprehensive small business assistance.

Part 1: Understanding the Technology

https://www.ibm.com/topics/generative-ai

Al is a complex technology that uses algorithms and data to make predictions and decisions. Many small
business owners are more familiar with the generative Al functions such as ChatGPT that can generate
content based on a large language model based on information available on the webinar. Popular uses
of generative Al include creating social media content, product descriptions, web content, etc. But
generative Al can also help small business owners create strategic marketing campaigns and calendars,
cybersecurity checklists and policies, employee policies, and job descriptions.

This guide contains information related to using Al ethically and safely. The second part contains prompt
examples to share with clients to assist them in creating useful Al generated content.

What Is AlI?

Al (Artificial Intelligence) is technology that enables computer systems to perform tasks that normally
require human intelligence. Al uses algorithms and data to make predictions and decisions, and is
modeled after the decision-making processes of the human brain. Al “learns” from available data to
make predictions and classifications. Some would argue that there is no real intelligence involved here
as humans would use intelligence to formulate novel solutions or create original material. Instead, Al
uses available information to compile and suggest, complete tasks, or summarize and paraphrase
information in other forms.

What are the Applications of Al?

e Al can be used to automate certain tasks that otherwise would require human intelligence. Al
can and is being used as digital assistants, to assist with GPS guidance, to drive autonomous
vehicles, and to generate art and text based on prompts.
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e As mentioned in the What is Al? section, Al can “learn” from data. The more refined and curated
your data, the more specific and consistent your Al output will be. Applications like ChatGPT
learn from an incredibly diverse set of sources, such as social media posts, articles, databases,
and digital books found on the internet. Because of the vast array of existing data, ChatGPT and
other generative applications are more flexible in their answers to prompts, but its answers are
more likely to be nonsensical or false due to how much conflicting information there is on the
internet. For most business applications, you will want to train your own Al on very specific data
relevant to what you need your Al to do or write prompts that will generate results that are
more relevant to the task you wish to accomplish (see Part 2 of this guide).

Ethics

Consumer-available Al functions are still a relatively new advancement, and the ethics surrounding it are
still being explored. However, the United Nations has established 10 principles for the ethical use of Al.
We have added some additional ethical guidelines based on common concerns.

United Nations Educational, Scientific and Cultural Organization (UNESCO) 10
Principles for Ethical Use of Al

® Proportionality and Do No Harm
o The use of Al systems must not go beyond what is necessary to achieve a legitimate aim. Risk
assessment should be used to prevent harm which may result from such uses.

e Safety and Security
o Unwanted harms (safety risks) as well as vulnerabilities to attack (security risks) should be
avoided, researched and addressed by Al actors.

® Right to Privacy and Data Protection
O Privacy must be protected and promoted throughout the Al lifecycle. Adequate data
protection frameworks should also be established.

o Multi-stakeholder and Adaptive Governance & Collaboration
o0 International law & national sovereignty must be respected in the use of data. Additionally,
participation of diverse stakeholders is necessary for inclusive approaches to Al governance.

® Responsibility and Accountability
o Al systems should be auditable and traceable. There should be oversight, impact assessment,
audit and due diligence mechanisms in place to avoid conflicts with human rights norms and
threats to environmental wellbeing.

e Transparency and Explainability
o The ethical deployment of Al systems depends on their transparency & explainability (T&E).
The level of T&E should be appropriate to the context, as there may be tensions between T&E
and other principles such as privacy, safety and security.

e Human Oversight and Determination



o Al implementation should ensure that the Al systems does not displace ultimate human
responsibility and accountability.

e Sustainability
o Al technologies should be assessed against their impacts on ‘sustainability’, understood as a
set of constantly evolving goals including those set out in the UN’s Sustainable Development
Goals.

® Awareness & Literacy
O Public understanding of Al and data should be promoted through open & accessible
education, civic engagement, digital skills & Al ethics training, media & information literacy.

e Fairness and Non-Discrimination
o Al actors should promote social justice, fairness, and non-discrimination while taking an
inclusive approach to ensure Al’s benefits are accessible to all.

Additional Ethical Guidelines

e Enhancement, not replacement
o Al should not replace leisurely human activities, such as art or writing. It can be used to
augment and help inspire leisurely activities but should not outright replace them.
o Alis commonly used to generate images, designs, and other creative work that would be done
by commissioned workers such as artists, graphic designers, 3d modelers, etc.

® Bias
O Be aware of bias. Algorithms can be biased because they access information from human
sources, which are often biased themselves. We suggest you never use Al for public
consumption without carefully editing to reflect your own voice and intent.

® Accuracy
0 Generated content is based on existing online content. We know not all existing online
material is accurate. Ask your Al application to list the sources from which it draws its
information so you can check the original material for accuracy.

Safety & Cybersecurity Considerations

While Al is an incredibly useful tool, vulnerabilities do exist:

e Do not include private information to large language models on the internet. For example, do not
include personal information, trade secrets, or financial information regarding your business into
generative Al application prompts. That information will then be included in the large language
model the Al application uses to provide answers to other users.

o If you want Al to generate output based specifically on your company, such as a customer
service chatbot, restrict the chatbot to only draw information that you have provided and not
access the internet-wide language model. For example, the SBDC'’s Al-driven chatbot Small
Business Info assistant only provides prompt answers based on text data provided to it that



was generated by the SBDC. A client may need an IT professional’s or web developer’s
assistance with this task.

O The best rule of thumb is to not provide generative Al with any information that you would
not want the entire public to have access to. Scammers, your competitors, or other bad actors
will try to find out as much about you as they can, and if you have already provided such
information, they will find it if they ask the right questions.

e Be very upfront with the usage of Al in all aspects that affect clients/customers. You may tag
articles or information you publish with a phrase such as “ChatGPT was used to generate a rough
draft of this information, which was then edited internally for accuracy and style.”

e Do not give Al the ability to modify its own code.

Don’t solely rely on Al and its output as a final product; have a human overseer for the Al to

ensure the best results, whether for automating tasks or creating generative output.

e Check permissions of third party Al apps to ensure that the Al isn’t accessing information, data,
or personal details it shouldn’t and isn’t sending that information back to the third party.
Carefully read the terms and conditions of an Al application and its privacy policies.

e Be careful where the information you request comes from. If your source can access or relies on
public forums, you may get inconsistent answers and information from your Al. Good prompt
engineering is crucial to receive good results.

e Give the option for customers to opt-out of their information being used in Al models and make
sure that option is easy to find and is upfront for customers.

Business Specific Applications

Yes, Al applications can create text and image content for a variety of uses, but Al is also used in a
variety of other ways that may be helpful for small businesses. Setup of some of these tasks may require
the assistance of an IT professional or web developer.

Scheduling
e Al can generate scheduling for employees based on availability which cuts out much of the
headache of figuring out who can work and who is available to cover a shit, as well as sending out
automated messages to employees to provide their work schedule. Restaurants have been using
such scheduling tools for years.

Bulk Data Entries
e Al can review data tables already implemented into a database and compile new data into a
database in the data entry format. Such tasks can be performed quicker and more efficiently than
if a human had to do them.

Customer Service
® You can create an Al chatbot specifically designed to offer customers guidance for your products,
or to point customers towards other online resources or online manuals to help them with
technical questions.



® You can train an Al on your existing resources and manuals to provide guidance with those
specific questions if you don’t want to point them towards a guidebook.

Report Generation
e Meeting minutes and performance evaluations can be completed by providing Al access to
existing information to keep the flow of work efficient and records easily documented and
sorted.

e Evaluate data and find patterns in data that might not be recognized. For example, Al can be
used to evaluate sales trends to support marketing and inventory decisions.

Public Relations Assistance
e Al can type a rough promotional press release or marketing content for others to review, modify,
and change to allow for better results in the public eye.
e Al can also generate quick customer responses to issues with products or outages and send out
warnings, responses, or information on social media regarding problems or solutions.

Predictive Maintenance
® Al can be used to monitor equipment and predict when it is likely to fail. Monitoring will not
prevent all issues but doing so can help your company take steps to prevent downtime and costly

repair.

Marketing and Sales optimization
e Al can identify the most promising leads, personalize marketing campaigns, and optimize pricing
strategies. Al can analyze customer behavior to predict future purchases and recommend
relevant products or services, and tailor ads presented to customers accordingly.

Risk Assessment and Fraud Detection
e Al can be used to analyze data from transactions and identify patterns that could indicate
fraudulent activity, such as large purchases out of state and frequent ATM withdrawals at odd
hours.

Additional Resources
® https://stefanini.com/en/insights/news/the-7-main-applications-of-artificial-intelligence-in-

business
e https://www.ibm.com/topics/generative-ai
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Part 2: Generating Effective Prompts

This section includes guidelines and examples of how to use generative Al to create content-rich posts.
These prompts were specifically tailored to the ChatGPT but can be modified to use with other
generative Al platforms. Content is separated into various tasks and examples provided for use in
different industry types.

Marketing: Social Media Post

Example general prompt: "Create an engaging social media post to promote my small business,
[Business Name], which specializes in [Product/Service] in [Location]. The goal is to attract more
customers by highlighting [specific benefit, promotion, or event]. Make the tone friendly, relatable, and
inspiring, encouraging people to support local businesses.

Include a clear call-to-action (e.g., visit our store, shop online, follow us, etc.), and mention any special
offers, business values, or unique qualities that set us apart. Use hashtags related to our niche, location,
and audience."

Example output: At Sunflower Naturals, we believe in protecting your skin and the environment!
Our all-natural sunscreens are locally made right here in Laramie, Wyoming, using only the finest,
eco-friendly ingredients.

Whether you're hiking the trails or enjoying the local farmers market, keep your skin safe with our
chemical-free formulas. Plus, we're offering 15% off when you mention this post!

Support local, shop small, and protect the planet!
#LaramielLocal #EcoFriendlySkincare #AlINaturalSunscreen #SupportSmallBusiness

Following are example prompts for various industries. Structuring your prompt using an outline
approach ensures that you are receiving more comprehensive, usable content rather than just writing a
prompt by stream of consciousness. Outlines for each industry example prompt precedes the example
prompts themselves.

Food Service Example:

1. Introduction:
a. Name of the business
b. Location
c. Core offerings (e.g., type of cuisine or food products)
d. Business values or mission
2. Target Audience:
a. Who are the typical customers? (e.g., families, health-conscious individuals, foodies)



b. What is the unique appeal for them? (e.g., dietary options, locally sourced ingredients)
3. Product or Service Focus:

a. Highlight specific products, dishes, or services

b. Ingredients or unique methods of preparation

c. Seasonal or popular items
4. Business Values:

a. Focus on sustainability, customer service, community engagement, etc.

b. Mention partnerships with local farmers, environmental practices, or health-conscious

approaches

5. Call to Action:

a. Invite customers to try the offerings (dine-in, order online, visit a location, etc.)

b. Provide any discounts or promotions

c. Social media or contact information

Example: "Hey ChatGPT, | run a small farm-to-table café called Fresh Roots Café in Casper, Wyoming.
We focus on serving healthy, locally sourced meals, including vegan and gluten-free options. Our mission
is sustainability, and we partner with local farmers. Could you help me create a marketing description for
our café that highlights our seasonal menu, eco-friendly practices, and invites customers to dine with us
or order online? Please include a call to action and mention a 10% discount for first-time orders."

Real Estate Example:

1. Introduction:
d. Name of the business
e. Location and areas served
f. Real estate specialty (commercial, luxury, rentals, etc.)
g. Years of experience or key credentials (if relevant)
2. Target Audience:
h. Buyers, sellers, renters, or investors
i. What are their needs? (e.g., first-time homebuyers, property investors, luxury home
seekers)
j. Highlight how the business can help (expertise, market knowledge, negotiation skills)
3. Featured Properties or Services:
k. Highlight a specific listing or service
|.  Location, features, or key benefits of the property/service
m. Emphasize anything unique (e.g., virtual tours, free consultations)
4. Market Insight or Tips:
n. Provide a market update or real estate tip (optional, but engaging)
0. Position the business as a knowledgeable, helpful resource
5. Call to Action:
p. Encourage the audience to contact or visit the website



g. Mention promotions or free services (e.g., free property valuation, no-obligation
consultation)
r. Social media handles or contact information

Example: "I'm a real estate agent with over 10 years of experience, and | specialize in residential homes

in the Cheyenne area. I'd like to create a social media post to promote a new luxury home listing in

Cheyenne, WY, with 5 bedrooms, and stunning views. Could you help me create a post that targets luxury

buyers, highlights the property's features, and includes a call to action for scheduling a private tour?

Also, I'd like to mention that | offer free consultations for sellers."

Retail Store Example:

1.

Outline- Business Introduction:

a. Name of the business

b. Location (physical store or online)

c. Type of store and products offered (e.g., clothing, accessories, home decor)

d. Any special selling point (e.g., handmade, sustainable, locally sourced)

Target Audience:

a. Who are the typical customers? (e.g., fashion-forward shoppers, eco-conscious buyers, gift
shoppers)

b. What makes the products appealing to customers? (e.g., unique designs, affordability,
sustainability)

Featured Products or Collections:

a. Highlight a specific product, collection, or new arrival

b. Describe key features or benefits (e.g., limited edition, seasonal items, unique
craftsmanship)

c. Include high-quality images or descriptions of product details

Store Values or Brand Story:

a. Share a brief behind-the-scenes look at the business or founder story

b. Highlight any community involvement, local collaborations, or sustainability efforts

c. Mention customer reviews or testimonials if applicable

Call to Action:

a. Invite customers to visit the store (in-person or online)

b. Include promotions or discounts (e.g., "20% off first purchase" or "Free shipping on orders
over $50")

c. Share social media handles, website link, and contact info

Example: "/ own a small boutique called Urban Threads in Sheridan, Wy where we sell locally made, eco-

friendly clothing and accessories. I’d like to create a social media post to promote our new fall collection

of handmade sweaters and scarves. Can you help me write a post that highlights our sustainable

materials, invites eco-conscious shoppers to visit our store, and includes a 15% discount for first-time

shoppers? Also, mention that we offer free local delivery."



Hospitality Example:
“l own a bed-and-breakfast in Cody, Wyoming. Can you help me create a social media post for
Instagram that highlights our proximity to Yellowstone National Park, our cozy mountain views, and

a special summer discount for family bookings? | need caption ideas and an image layout that
matches our rustic vibe.”

e Prompt is focused on social media (Instagram).

e Includes specific content to promote (Yellowstone, mountain views, discount).
e  Asks specifically for captions and design ideas.

e  (Clear and directs Al to provide actionable suggestions.

Construction Example:

“l own a construction business in Jackson, Wyoming, specializing in custom log cabins. Can you help
me design a Facebook post promoting our eco-friendly building techniques? I’d like a catchy caption
that appeals to outdoor-loving homeowners and suggestions for a graphic that shows our cabins
against a scenic Wyoming backdrop.”

e  Prompt asks for a specific post (Facebook).
e Defines the focus (eco-friendly cabins).
e Includes instructions for both the copy and visual elements.

Transportation/Trucking Example:

“I run a small trucking company in Gillette, Wyoming, specializing in hauling equipment for the oil
and gas industry. Can you help me create a LinkedIn post highlighting our reliable, fast service and
our industry-leading safety record? | need a professional tone, and I’d also like suggestions for an
image showing our trucks in action.”

e Prompt is clear about the platform (LinkedIn).
e Focuses on key selling point (safety and reliability)
o Asks for both copy and visual ideas.

Agriculture Example:

“I run a cattle ranch near Laramie, Wyoming, where we raise grass-fed beef. Can you help me create
a post for Facebook and Instagram, promoting our grass-fed beef to local restaurants and butcher
shops? | need a caption that emphasizes our sustainable ranching practices, along with a design for
a post that shows our cattle grazing in Wyoming’s open fields.”

e The prompt clearly defines the platforms (Facebook and Instagram)

e Specific target audience (local restaurants and butcher shops).

e Highlights unique selling points (sustainable practices and grass-fed beef).
e Asks for both copy and graphic suggestions.



Poor Example:
“Can you help me with social media for my small business in Wyoming?”

e Why is it a poor example? The prompt is overly broad and doesn’t provide enough information
about what the business is or what type of content is needed.

Blog Articles

1.

Generating Topic Ideas

ChatGPT can help you brainstorm article topics that align with your business, such as skincare tips,
the benefits of all-natural products, or insights into sustainable farming.

Example: “Can you suggest some blog post ideas for my all-natural sunscreen business ?”

. Creating Outlines

You can ask ChatGPT to outline an article, organizing key points that you can expand upon, making it
easier to structure your content.
Example: “Can you outline a blog post about the importance of SPF in winter?”

. Writing Drafts

ChatGPT can write a full draft based on your guidance or expand on the outline with more details.
You can then revise or personalize it.

Example: “Please write a blog post on the benefits of using mineral-based sunscreens.”

Editing and Improving Writing

Once you have a draft, ChatGPT can help you improve the tone, grammar, or clarity of your writing,
making it more professional and engaging.

Example: “Can you edit my blog post for better flow and readability ?”

SEO Optimization

ChatGPT can assist with basic SEO optimization by suggesting keywords, crafting meta descriptions,
or writing keyword-rich headings.

Example: “What are some SEO-friendly keywords for a blog post on natural sunscreens?”

. Creating Social Media Snippets

After writing the blog post, ChatGPT can help craft short, engaging snippets to promote the post on
social media platforms.
Example: “Write a short Instagram caption promoting my new blog post on natural SPF for winter.”

Prompt Outline:

1. Business Introduction

a. Briefly describe your business, products, and target audience.

b. Example: “I run a small business called Sunflower Naturals, which sells all-natural, mineral-
based sunscreen products. Our target audience includes eco-conscious consumers who
prioritize natural skincare products.”

2. Blog Post Topic
a. Specify the topic or general idea you want the blog post to cover.



b. Example: “l want to write a blog post about the importance of using sunscreen throughout
the year, even during colder months.”
3. Target Audience
a. Define who the blog post is for (e.g., potential customers, people interested in your
industry, environmentally conscious consumers).
b. Example:“This blog post should appeal to eco-conscious customers who care about the
environment and natural skincare.”
4. Main Points to Include
a. List the key points or sections you want to be covered in the post.
b. Include the following points:
i. Why sunscreen is important year-round
ii. The benefits of natural, mineral-based sunscreens vs. chemical sunscreens
iii. How to choose the right sunscreen for different skin types
iv. Our products as a sustainable alternative”*
5. Tone and Style
a. Describe the tone and style you want for the article (e.g., professional, friendly, educational,
casual).
b. Example: “Keep the tone friendly and informative, as if you're having a casual conversation
with a customer at a farmers market.”
6. Word Count or Length
a. Indicate the approximate length of the post.
b. Example: “Aim for a blog post that’s around 800-1,000 words.”
7. SEO Considerations
a. If applicable, provide any SEO keywords you want to target or ask ChatGPT for
recommendations.
b. Example: “Please suggest SEO keywords related to natural sunscreen and eco-friendly
skincare.”
8. Callto Action (CTA)
a. Specify any call to action you want at the end of the blog post (e.g., visit your website,
follow on social media, check out a product).
b. Example: “End with a call to action encouraging readers to visit our website and explore our
range of all-natural sunscreens.”
9. Additional Requests or Information
a. If needed, include any extra details or specific things you’d like the blog post to address.
b. Example: “Mention our commitment to sustainability and how we use eco-friendly
packaging for all our products.”

Example Prompt:

"I run a small business called Sunflower Naturals that sells all-natural, mineral-based sunscreen. I'd like
to write a blog post about the importance of using sunscreen year-round. This post should appeal to



eco-conscious customers who care about natural skincare and the environment. Please cover these
points:

e Why sunscreen is important in all seasons, including winter.

o The benefits of natural, mineral-based sunscreens compared to chemical sunscreens.
e Tips for choosing sunscreen based on skin type.

e Highlight how our products offer a sustainable alternative.

The tone should be friendly and informative, and the post should be around 800-1,000 words. Suggest a
few SEO keywords related to the topic and end with a call to action encouraging readers to explore our
product line."

Food Service Example:

“I run a small business that serves locally sourced, farm-to-table meals. I’d like to write a blog post
highlighting the benefits of eating seasonally and how it supports the local economy. This post
should appeal to customers interested in sustainable, healthy eating. Please include the following
points:

o Why eating seasonally is better for your health and the environment.

e The economic impact of supporting local farmers and food producers.

e Tips for incorporating seasonal ingredients into everyday meals.

o A few of our most popular dishes made with local ingredients The tone should be educational yet
approachable, around 700-900 words. Suggest a few SEO keywords related to seasonal eating
and farm-to-table cuisine, and end with a call to action encouraging readers to book a table or
visit our restaurant.”

Real Estate Example:

“l own a real estate company that helps families find ranch properties and homes in Wyoming’s rural
communities. | want to write a blog post about what homebuyers should consider when purchasing
property in rural Wyoming. This post should target first-time buyers and those moving from urban
areas. Please cover these points:

e The benefits of living in a rural community in Wyoming.

e Challenges to consider, such as access to amenities and services.

e Important factors when inspecting rural properties, like land condition and water rights.

o How we help buyers navigate the process of purchasing rural land Keep the tone friendly and
informative, around 800 words. Suggest SEO keywords related to rural real estate and
homebuying in Wyoming. End with a call to action encouraging potential buyers to schedule a
consultation."

Retail Example:

“I run a small clothing boutique that specializes in fall fashion inspired by Western styles and
sustainable fabrics. I’d like to create a blog post promoting our new line of fall fashion. The blog



should appeal to fashion-conscious customers who care about eco-friendly clothing. Please include

the following points:

o Key fall fashion trends and how we’ve adapted them to reflect Wyoming’s western lifestyle.

e The benefits of buying sustainably sourced and produced clothing.

e Styling tips for layering fall outfits.

o Highlights of our best-selling items from the new collection The tone should be trendy but
conversational, about 600-800 words. Provide SEO keyword suggestions related to sustainable
fashion and Western style. End with a call to action inviting readers to visit our online store or
boutique."

Hospitality Example:

“I manage a small hotel in Wyoming’s Wind River Range. I’d like to write a blog post promoting our

lodge as a perfect fall getaway for outdoor enthusiasts. This blog post should appeal to adventurers

looking for a quiet retreat and nature lovers. Please cover these points:

e The best local fall activities, such as hiking, fishing, and wildlife viewing.

o What makes our lodge unique, from cozy rooms to stunning mountain views.

e Tips for planning a fall vacation in Wyoming.

e Highlight any seasonal deals or packages we’re offering Keep the tone welcoming and inspiring,
around 700 words. Suggest SEO keywords related to fall travel and outdoor adventure in
Wyoming. End with a call to action encouraging readers to book their stay."

Construction Industry Example:

“l own a construction company specializing in residential projects across Wyoming. | want to write a
blog post educating homeowners on how to prepare for a major home renovation. This post should
be informative for homeowners considering renovations in the near future. Please include the
following points:

o What to expect during a home renovation, from planning to construction.

e Common challenges and how to overcome them.

e Tips for choosing the right materials and contractors.

e How we help clients through every step of the process Keep the tone professional but
approachable, around 1,000 words. Suggest SEO keywords related to home renovation in
Wyoming. End with a call to action inviting readers to schedule a consultation for their next
renovation project.”

Transportation/Trucking Example:

“I own a trucking company specializing in freight delivery across Wyoming and the surrounding
states. I’d like to write a blog post about the importance of reliable freight transportation for local
businesses. This post should target small business owners and logistics managers. Please include:
e How timely and dependable freight services help businesses stay competitive.

e The unique challenges of trucking in Wyoming, such as winter weather and rural routes.

e Our commitment to safety and on-time delivery.



e Tips for choosing a trustworthy trucking partner. The tone should be professional and informative,
around 600-800 words. Include SEO keywords related to freight transportation and logistics in
Wyoming. End with a call to action encouraging readers to contact us for their freight needs."

Agriculture Industry Example:

“I run a small family farm in Wyoming, where we produce organic, grass-fed beef. I’d like to create a
blog post explaining the benefits of grass-fed beef for both health and the environment. The post
should appeal to health-conscious consumers and those interested in sustainable agriculture. Please
cover these points:

o The health benefits of grass-fed beef, including higher levels of omega-3s and vitamins.

e How raising grass-fed cattle is more sustainable than conventional methods.

o Why supporting local, organic farms is better for the environment.

Highlight our farm’s commitment to animal welfare and eco-friendly practices. The tone should be
educational yet personable, around 800-1,000 words. Include SEO keywords related to grass-fed beef
and sustainable farming. End with a call to action encouraging readers to visit our farm store or
place an online order."

Poor Example:

"I run a small business. Could you write a blog post about the benefits of our products?"
e This example doesn’t clarify what the business offers, who the target audience is, or what unique

aspects should be highlighted.
e Without specific details, the content may turn out generic and won’t showcase the business’s
strengths.

Generating Photos

1. Subject
a. Specify the main focus of the image.
b. Example: A yellow Labrador Retriever.
2. Action/Pose
a. Describe any actions or posture the subject should have.
b. Example: Sitting on a lawn with its tail wagging.
3. Environment/Setting
a. Detail the surroundings or background.
b. Example: On a green lawn, with trees and a clear blue sky.
4. Visual Characteristics
a. Highlight important visual features like colors, textures, or lighting.
b. Example: Glossy coat, large brown eyes, floppy ears.
5. Mood/Tone
a. Specify the mood or feeling you want to convey.



b. Example: Happy and playful.

6. Style

a. Indicate the art style (realistic, cartoon, abstract, etc.).
b. Example: In a realistic style, with soft, natural lighting or In a playful cartoon style, with
exaggerated features and bright colors.

Example of Full Prompt Layout:

Subject: A friendly yellow Labrador Retriever.

Action: Sitting on a lawn with its tail wagging.

Environment: A green lawn, with trees and a clear blue sky in the background.
Visual Details: Glossy coat, large brown eyes, floppy ears.

Mood: The dog looks happy and playful.

Style: In a realistic style, with soft, natural lighting.

*Helpful Tip: use ChatGPT to create the prompt for you if you are using another image generator.
You can type “create an image prompt of a realistic photo of a yellow labrador retriever sitting in
the sunshine” and then edit your prompt from there.

* Another Helpful Tip: Copy and paste your prompt into a word document or notebook of your
choice so you can easily edit your prompt and not lose your progress.

Note: Some of the below examples show how to create realistic looking photos, but please do not
use these photos to mislead or deceive customers. These are intended to help create inspiration,
logos, and other engaging material.

Food Service Example:

e Subject: A gourmet cheeseburger on a plate.

e Action/Pose: Freshly made, with melted cheese dripping over the side of the burger.

¢ Environment/Setting: Inside a cozy restaurant with wooden tables and soft lighting.

o Visual Details: Juicy patty, lettuce, tomato, pickles, sesame seed bun. Smoke rising from the hot
burger.

e Mood/Tone: Warm and inviting, making the viewer hungry.

e Style: Realistic style, highlighting textures and colors of the ingredients.

Real Estate Example:

e Subject: A modern family home with a big front yard.

e Action/Pose: No action, just the home’s exterior view.

e Environment/Setting: Surrounded by a large green yard, trees in the background, and a driveway
in front.

o Visual Details: Clean, contemporary design with large windows, a front porch, and freshly cut
grass.

e Mood/Tone: Welcoming and peaceful, appealing to prospective homebuyers.



e Style: Realistic, with bright natural lighting to highlight the home’s features.

Retail Example:

e Subject: A selection of trendy women’s shoes displayed on a shelf.

e Action/Pose: Shoes neatly arranged in a row.

e Environment/Setting: Inside a chic boutique with stylish décor, light wooden shelves, and a
mirror reflecting the store interior.

e Visual Details: Vibrant shoe colors—red, yellow, black—on a wooden shelf with a soft, neutral
background.

e Mood/Tone: Sophisticated and modern, creating excitement about the product line.

e Style: Realistic, with soft, diffused lighting to create an upscale feel.

Hospitality Example:

e Subject: A welcoming innkeeper holding a tray with a tea pot and cups

e Action/Pose: Smiling and gesturing warmly toward the viewer, as if inviting them in.

e Environment/Setting: A cozy, rustic lobby of a mountain lodge, with a crackling fireplace and
wooden beams.

e Visual Details: Crisp white sheets, decorative pillows, a cozy blanket, and soft natural light
streaming through the window.

e Mood/Tone: Soft lighting, vintage furniture, warm textiles, and a large window showcasing
snowy mountains outside.

e Style: Watercolor illustration with soft, fluid lines and muted colors, giving a dreamy, serene
atmosphere.

Construction Industry Example:

e Subject: A team of construction workers in the middle of a building project.

e Action/Pose: Workers are lifting beams and operating machinery, while one stands on
scaffolding, giving instructions.

e Environment/Setting: On a busy construction site with unfinished buildings and piles of materials.

o Visual Details: Worker wearing a hard hat and safety vest, dusty bulldozer in motion, with a blue
sky overhead.

e Mood/Tone: Dynamic and hardworking, highlighting the physical effort and industry expertise.

e Style: Comic book style with bold outlines, dynamic angles, and saturated colors to convey action
and intensity.

Transportation/Trucking Example:

e Subject: A large semi-truck driving on a highway.

e Action/Pose: The truck is moving forward at a steady pace, delivering goods.

e Environment/Setting: Open road with a mountainous Wyoming landscape in the background,
clear sky above.



e Visual Details: The truck's chrome details glinting in the sun, clouds of dust kicked up behind it,
and the vast expanse of road.

e Mood/Tone: Adventurous and reliable, conveying a sense of trust in delivery and transportation
services.

e Style: Retro 1980s poster style, with bright, bold colors, strong lines, and a sense of motion and
adventure.

Agriculture Industry Example:

e Subject: A farmer inspecting crops in the field.

e Action/Pose: The farmer is crouched down examining a row of vegetables.

e Environment/Setting: A small, family-owned farm with neatly organized rows of vegetables, a
barn in the background, and rolling hills under a partly cloudy sky.

e Visual Details: Lush green crops, soil with a rich earthy tone, the farmer wearing work gloves and
a sun hat.

e Mood/Tone: Hard-working and authentic, emphasizing a connection to the land.

e Style: Folk art style with flat, vibrant colors and simple, geometric shapes, emphasizing
community and harmony with the land.

Poor Example:

e Subject: A farmer.

e Action/Pose: Standing.

e Environment/Setting: A farm.
e Visual Details: Wearing clothes.
e Mood/Tone: Happy.

e Style: Any.

This is a bad example because it is vague and lacks details. It doesn’t describe the action clearly, the
environment is generic, and there are no specific visual details to guide the creation of an image. The
mood and style are also too broad, which would lead to an unclear or poor-quality result.)

Data

You can attach a file into the ChatGPT browser but be careful what information you are attaching!
Always make sure there isn't any sensitive information in your files, such as personal information or
financial data. Consider making some files just for the purpose of using ChatGPT. Some information to
exclude when utilizing Al with cybersecurity in mind is:



1. Sensitive Personal Information:
e Customer Data: Names, addresses, email addresses, phone numbers, credit card information, etc.
e Employee Data: Social Security numbers, salaries, health information, etc.
e Proprietary Information: Trade secrets, intellectual property, confidential business plans, etc.

2. Login Credentials:
e Account Passwords: For any online services, including email, social media, banking, or cloud
storage.
e API Keys: These are used to access third-party services and should be kept confidential.

3. Financial Information:
e Bank Account Details: Account numbers, routing numbers, etc.
e Payment Information: Credit card numbers, billing addresses, etc.
e Financial Statements: Income statements, balance sheets, etc.

4. Sensitive Documents:
e Legal Documents: Contracts, agreements, legal advice, etc.
e Personal Documents: Passports, driver's licenses, birth certificates, etc.
e Confidential Communications: Internal emails, memos, or discussions.

5. Specific Instructions or Data:
¢ If the task involves sensitive data: Avoid providing explicit instructions or data that could
compromise security. Instead, describe the task in general terms and let the Al system suggest
appropriate actions.
o If the task requires access to sensitive systems: Be cautious about sharing details that could allow
unauthorized access. Consider using role-based access control or other security measures. *

Examples of How Al Can Assist with Data Tasks

ChatGPT can help you analyze sales trends, identify popular products, or suggest strategies for
increasing revenue based on your sales data.

Prompt Outline:

1. Business Context:
a. Name of the business (optional, depending on sensitivity)
b. Type of products or services offered
c. Goals for the analysis (e.g., improve profit margins, optimize sales strategy, identify high-
performing products)
2. High-Level Data Description:
a. Avoid sharing specific, sensitive data like customer details or exact financial numbers.



b. Provide generalized or aggregated data, such as percentages, trends, or sales categories (e.g.,
Product A accounts for 40% of revenue, Product B’s sales declined by 10%).
3. Key Metrics for Analysis:
a. Mention what specific metrics or trends you want to analyze (e.g., sales growth, profit margins,
regional performance, sales by product category).
b. Use percentages, ratios, or trends instead of raw data.
4. Analysis Goal:
a. What outcome or recommendation are you seeking? (e.g., identify which products are
underperforming, improve marketing strategy, reduce costs)
5. Request for General Strategy:
a. Ask for general strategic recommendations based on high-level data, rather than specific or
sensitive financial advice.

Example: "l run a small business that sells eco-friendly products, and I'd like some sales analysis.
Over the past six months, I've seen the following general trends:
e Product A accounts for 50% of revenue but its growth has plateaued.
e Product B has seen a 20% increase in sales but has a lower profit margin.
e Product C has declining sales, down 15% in the last quarter.
Can you help me understand these trends and provide recommendations on how to improve overall
profitability and optimize my product mix? I'd prefer to avoid sharing exact numbers to keep the
data secure."
e Why This Prompt is more Secure:
e No Sensitive Data: The prompt avoids sharing exact sales numbers or customer details.
e Generalized Trends: By using percentages and trends, the data is less sensitive and harder to
misuse.
e Focus on Strategy: The request is for strategic insights rather than specific financial
calculations, reducing the need to expose detailed business data.

Food Service Example:

"I own a small café that specializes in farm-to-table meals. Over the past year, I've tracked sales

trends across different menu categories. Here’s a high-level overview:

e Breakfast items account for 40% of total sales, but customer engagement has remained flat.

o Lunch items have seen a 15% sales increase over the past six months, but operational costs
have risen, reducing profit margins.

e Seasonal specials generate strong interest but fluctuate significantly from month to month.

Can you provide insights on how to optimize my menu offerings to increase profitability without
sharing specific financial figures or customer data? I’'m looking for general strategies to manage
costs and enhance sales based on these trends."



Real Estate Example:

“I'run a small real estate business focusing on residential properties. Over the past year, I’'ve noticed
the following trends:

e Single-family homes account for 60% of our sales, but the time on market has increased by 10%.

e Condos have seen a 20% increase in interest but are yielding lower commissions compared to last
year.

o Luxury properties make up 15% of total sales but have the highest marketing costs, reducing
profitability.

Can you provide general strategies on how to optimize our property offerings and improve profit

margins based on these trends, without needing specific financial data or customer details? I'm

looking to streamline operations and increase sales efficiency."

Retail Example:

“I own a small boutique that sells eco-friendly clothing and accessories. Over the past six months, I've
observed the following trends:

e Clothing items make up 70% of sales but have seen a slight decline in profit margins due to
increased supplier costs.

e Accessories have grown by 25% in sales, but inventory turnover is slower compared to clothing.

e Seasonal collections generate high initial interest but tend to have more unsold inventory at the
end of the season.

Can you provide some general strategies to improve profitability and optimize inventory based on
these trends? I’d like to keep the details at a high level without sharing specific sales numbers or
customer data."

Hospitality Example:
"I run a small boutique hotel with 20 rooms. Over the past year, I’'ve noticed the following trends:

o Weekday bookings account for 60% of total occupancy, but occupancy rates have dropped by
10% compared to the previous year.

o Weekend bookings have remained steady, but operational costs (housekeeping and amenities)
are higher on weekends, reducing profit margins.

e Special event packages have gained popularity, but the revenue per booking is lower due to
increased promotional discounts.

Can you suggest general strategies to improve occupancy rates and profitability across these
categories without needing specific financial or guest data? I’m looking to streamline costs and
optimize booking trends based on this high-level overview."



Construction Example:

"I manage a small construction company that focuses on residential projects. Over the past year, I've
seen the following trends:

e Home renovation projects make up 50% of our revenue but have experienced a 15% increase in
material costs, reducing profit margins.

e New home construction projects account for 30% of our revenue, but project timelines have been
extended due to supply chain issues.

o Smaller repair jobs contribute to 20% of our income, but we’ve seen a drop in demand over the
last quarter.

Can you offer general strategies to optimize project profitability and manage material costs based on
these trends? I’d like to keep the analysis at a high level without sharing specific financial or client
data.”

Transportation/Trucking Example:

“I run a small trucking business that specializes in regional freight delivery. Over the past year, I've
noticed the following trends:

o Long-haul routes account for 60% of our revenue, but fuel costs have risen by 12%, impacting
profit margins.

e Short-haul routes have grown by 20% in demand, but driver availability is becoming a challenge.

e Specialized freight services make up 15% of revenue, but equipment maintenance costs have
been higher than expected.

Can you provide general strategies to help improve cost efficiency and optimize our route offerings
based on these trends? I’d like to keep the details high-level without sharing exact financial figures or
customer data."

Agriculture Example:

"I manage a small farm that grows organic produce and supplies to local markets. Over the past
year, I’'ve observed the following trends:

o Fruit crops account for 50% of our revenue, but yield has been inconsistent due to weather
conditions, affecting overall profitability.

o Vegetable crops have seen a 15% increase in demand, but labor costs have risen, impacting
margins.

e Farm-to-table sales make up 20% of our income, but marketing costs for these direct sales are
high compared to other channels.

Can you suggest general strategies to improve operational efficiency and profitability across these
categories based on these trends? I’d like to keep the details high-level without sharing specific
financial figures or customer data."



Poor Example:

"I'run a small business called Sunflower Naturals, and I’d like help analyzing the following detailed
sales data from the last quarter:

e Revenue by product: 545,000 from our SPF 30 sunscreen, 530,000 from SPF 50, and 525,000 from
our SPF 15.

e Cost of goods sold (COGS): SPF 30 costs 512,000, SPF 50 costs 58,000, and SPF 15 costs 56,000.

e Customer details: Most of our top customers, like John Doe (john.doe@email.com), Sarah Smith
(555-123-4567), and Mark Johnson, purchased the SPF 50 product.

e Credit card transactions: I've attached a list of recent credit card transactions for further analysis.

Can you analyze this data and tell me which products have the highest profit margins, and if | should
adjust my pricing strategy?"

e This prompt includes sensitive data such as business revenue and cost of goods sold. It also
includes customer details and credit card transactions, which are both serious security risks.

Customer Feedback Analysis

ChatGPT can help you analyze customer reviews and feedback to identify common themes, product
improvements, or customer pain points.

Prompt Outline:

1. Business Overview: Briefly describe your business and what kind of feedback you’ve collected.
Example: “I run a small business selling all-natural sunscreen. I’'ve collected customer reviews and
survey responses from the past six months.”

2. Objective: Specify what you want to analyze.
Example: “I want to analyze the main themes from customer feedback, such as satisfaction with
product quality and areas for improvement.”

3. Key Areas to Focus On: List specific aspects of the feedback you want to understand (e.g.,
product quality, packaging, shipping).
Example: “Please focus on comments about product quality, ease of use, and packaging.”

4. Desired Outcome: Specify what insights or recommendations you’re looking for.
Example: “l want to understand how | can improve my product offerings and packaging to
enhance customer satisfaction.”

Complete Example Prompt:

“I run a small business, Sunflower Naturals, selling all-natural sunscreen. | have collected customer
reviews and feedback over the last six months. Please analyze this feedback to identify common
themes, especially related to product quality, ease of use, and packaging. | want to know how I can
improve the product and packaging to enhance customer satisfaction.”
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Food Service Example:

"I run a small café that specializes in meals and drinks. We’ve collected customer feedback through
online reviews, in-person comment cards, and post-purchase surveys. Without sharing specific
customer data or sensitive details, I’d like help analyzing general feedback trends. Here’s a summary
of the key areas:

e Menu variety: Some customers mention that they’d like more seasonal options.

e Service quality: Feedback on service is generally positive, but a few customers have noted slower
service during peak hours.

e Pricing: A few comments suggest that our prices are a bit high for certain items.

Can you help me analyze these feedback categories and provide general recommendations on how
we can improve customer satisfaction without revealing individual customer data?"

Real Estate Example:

"I'run a small real estate agency that specializes in residential properties. We’ve gathered feedback
from client surveys and online reviews. | want to analyze this feedback without disclosing specific
client information. Here are the key points:

e Property variety: Some clients wish for more options in affordable housing.
e Agent responsiveness: Feedback is generally positive, but some clients noted delays in
communication.

e Closing process: Several clients suggested improving the efficiency of paperwork handling.

Can you help me analyze these themes and suggest strategies for improvement?"

Retail Example:

"I own a small boutique selling handmade jewelry and accessories. We’ve gathered customer
feedback through in-store comment cards and online reviews. Without disclosing any individual
customer information, I’d like help analyzing the following feedback trends:

e Product quality: Customers love the craftsmanship but have mentioned some items are fragile.
e Variety: Customers are asking for more seasonal designs.
e Customer service: Some feedback points out occasional delays in response to inquiries.

Can you help me understand these feedback themes and provide suggestions for improving the
shopping experience?"

Hospitality Example:

“I manage a small guesthouse with 10 rooms. We’ve collected guest feedback through online
reviews and post-stay surveys. Without sharing any personal guest data, I’d like to analyze the
following general feedback trends:

e Room cleanliness: Most feedback is positive, but a few guests suggested improvements in
cleaning speed between stays.



e Check-in process: Some guests mentioned delays during peak check-in times.
e Amenities: Guests have expressed interest in having more breakfast options.

Can you help me analyze this feedback and offer general strategies to enhance the guest
experience?"

Construction Example:

“I run a small construction company that focuses on home renovations. We’ve gathered client
feedback from project surveys. Without including any client-specific information, I’d like to analyze
the following general trends:

e Project timelines: Clients are happy with the work quality but mention delays in project
completion.

e (Cost estimates: Some feedback suggests clients would like more transparency with cost
breakdowns.

e Communication: Clients appreciate our responsiveness but mentioned delays in updating them on
progress.

Can you help me analyze these trends and offer suggestions to improve client satisfaction?"

Transportation/Trucking Example:

“I run a small regional trucking business that provides freight delivery. We’ve gathered customer
feedback from post-delivery surveys. Without sharing any individual customer data, I’d like to
analyze the following feedback trends:

e Delivery times: Clients appreciate the overall reliability, but some noted delays during busy
periods.

e Driver communication: Some feedback suggests more frequent updates during transit would be
appreciated.

e Freight handling: A few customers noted minor issues with how goods were handled.

Can you help me understand these feedback trends and suggest general improvements for our
services?"

Agriculture Example:

"I operate a small farm that sells directly to consumers at farmers’ markets. We’ve collected
customer feedback through surveys and in-person comments. Without disclosing specific customer
information, I’d like help analyzing the following feedback trends:

e Product variety: Customers are asking for more seasonal produce options.
e Product quality: Feedback is mostly positive, though some have mentioned inconsistent quality in
certain crops.

e Pricing: A few customers feel that our prices are higher than other vendors.

Can you help me analyze these feedback trends and suggest strategies to improve customer
satisfaction?"



Poor Example:

"I'run a small business and have collected detailed customer feedback, including their names, email
addresses, and specific comments on each of their purchases. Some customers, like John Doe
(john.doe@email.com) and Sarah Smith, left reviews after buying specific products. Can you analyze
this data and provide insights on how we can improve customer satisfaction and target our email

marketing campaigns based on individual feedback?”

e This prompt includes sensitive customer data which should never be shared

Inventory Management Assistance

ChatGPT can help analyze your inventory data to manage stock levels, predict future demand, and
minimize overstock or stockouts.

Prompt Outline:

1. Introduction to the Business:
¢ Briefly describe the business and its operations.
¢ Specify the type of products or services the business offers.

2. Inventory Management Challenges:
¢ Explain the specific inventory challenges or issues the business is facing.
* Mention any concerns like overstocking, shortages, tracking, or waste.

3. Data Security Considerations:
¢ Emphasize that no sensitive data (such as specific financial details, supplier information, or
customer data) should be included.
¢ Mention the importance of keeping the analysis general to avoid any cybersecurity risks.

4. Request for Assistance:
e Ask for inventory management strategies, optimization techniques, or forecasting methods
that can help solve the challenges.
¢ Highlight a need for efficiency and cost-effectiveness while keeping cybersecurity in mind.

Example Prompt Based on the Outline:

e "l'run a small business selling eco-friendly home products, and I've been facing challenges in
managing inventory. We often experience overstock on some items and shortages on others,
especially during seasonal peaks. | want to improve our inventory management without
sharing sensitive data such as supplier details or exact financials. Can you suggest general
strategies or tools we can use to optimize our inventory levels and better predict product
demand, all while maintaining good cybersecurity practices?"

Food Service Example:

"I manage a small café that serves breakfast and lunch, and | want to improve our inventory
management to reduce waste and optimize stock levels. We often face challenges with perishable
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items like produce and dairy products. Can you suggest effective strategies or tools for tracking
inventory, forecasting demand, and minimizing spoilage?"

Real Estate Example:

"I'own a small real estate business that maintains a portfolio of properties for staging and showings.
We’re having trouble keeping track of the furniture and décor items used for staging across multiple
properties. Can you help me develop a general approach to improve our inventory management of
these items without needing to share specific details or vendor information?"

Retail Example:

“I own a small clothing boutique that specializes in handmade apparel. We’ve been experiencing
stock shortages on some popular items and overstock on others. Without sharing exact sales
numbers or supplier details, can you help me with general inventory management techniques that
will allow us to better balance stock levels and prevent both shortages and excess inventory?"

Hospitality Example

"I own and manage a small bed-and-breakfast with 12 rooms. We’ve been facing issues with
managing inventory for room supplies such as toiletries, towels, and linens. Without revealing any
sensitive supplier or financial data, can you help me develop a system to optimize ordering and
tracking inventory for guest room supplies to ensure we’re not overstocking but also avoiding
shortages?"

Construction Example:

"I run a small construction company specializing in home renovations. We’ve had issues managing
building materials like lumber, paint, and fixtures for our projects. Without sharing detailed supplier
or cost information, can you assist me with strategies for better managing construction material
inventory, ensuring we order the right quantities for each project and avoid overstocking or running
out during a job?"

Transportation/Trucking Example:

"I operate a small trucking business that handles regional deliveries. We’re having trouble managing
our spare parts inventory, including tires and essential vehicle maintenance items. Without sharing
specific supplier or cost data, can you suggest general strategies for managing truck maintenance
inventory to ensure we have enough spare parts on hand but don’t overstock?"

Agriculture Example:

"I run a small organic farm, and we’ve been struggling with managing inventory for seeds, fertilizers,
and equipment. We’ve also had some waste issues with perishable produce. Without sharing specific
vendor information or detailed financials, can you provide recommendations on how to better
manage farm inventory, optimize supply levels, and reduce waste?"



Poor Example:
"I need help with my inventory. It's not working well. Can you give me some advice?"

= Lack of Specificity: It doesn't specify what aspect of inventory management is problematic—
whether it's stock levels, ordering processes, tracking systems, or product categories.

= No Context: There's no information about the type of business, the size of the inventory, or any
particular challenges faced (e.g., overstocking, stockouts, seasonality).

® No Clear Goals: The prompt doesn't state what kind of help is needed—whether it’s improving
efficiency, reducing costs, or optimizing stock levels.

Marketing Data and Customer Segmentation

To request customer insights while ensuring cybersecurity and compliance, you should avoid sharing
specific customer data. Instead, provide aggregated or anonymized information that gives an overview
without exposing individual details.

Example Prompt:
¢ “lrun a small business, Sunflower Naturals, selling all-natural sunscreen. | want to create
customer segments for targeted email campaigns based on engagement trends. | have
aggregated data, such as the percentage of customers by age group, region, purchase frequency,
and email click-through rates. Could you help me identify which age groups and regions are most
engaged, and suggest ways to tailor my marketing strategy to these segments?"

Food Service Example:

“I run a small café and have collected general customer data on purchase patterns, including meal
preferences, time of day visits, and general demographics (age ranges, location). Without sharing
specific customer information, can you help me analyze this data to create customer segments? I’d
like to develop targeted marketing campaigns based on these trends to attract more repeat
customers.”

Real Estate Example:

“I operate a small real estate agency specializing in residential properties. We’ve gathered general
information on client preferences, such as types of properties they’re interested in, their general age
group, and preferred locations. Can you help segment this data to identify client groups for more
personalized marketing strategies, without sharing or analyzing any specific client data?”

Retail Example:

“I own a small boutique that sells eco-friendly clothing and accessories. Based on general sales
trends and customer demographics (age range, location, product preferences), can you help me
segment my customers to better target specific groups with future marketing campaigns? I’'m
looking to improve sales without sharing any personal customer data or sensitive sales numbers.”



Hospitality Example:

“I own and operate a small bed-and-breakfast and have collected feedback on guest preferences
(stay duration, preferred room types, and reasons for visiting). I'd like to segment this general data
to better target different customer groups, such as business travelers or vacationers, for future
marketing efforts. Can you help me create segments without using any personal guest information
or specific booking details ?”

Construction Example:

“I run a small construction company focused on residential projects. We’ve gathered general
information on client preferences, such as types of services they’re interested in (renovations, new
builds), and the regions we serve. Without sharing client details or project-specific data, can you help
me segment this information to tailor our marketing to different types of clients more effectively?”

Transportation/Trucking Example:

“I own a small regional trucking company, and we’ve collected data on client preferences for
different types of deliveries (long-haul vs. short-haul) and industries we serve (retail, agriculture,
etc.). Without sharing client-specific data, can you help me segment this information to create more
targeted marketing strategies for different business sectors?”

Agriculture Example:

“l own and operate a small farm that sells organic produce locally and online. Based on general
customer purchase patterns (types of produce, seasonal preferences, and general location data), can
you help me segment my customers for targeted marketing? | want to improve direct sales without
sharing any personal customer details or specific sales data.”

Poor Example:

"I need help with my customer data. Can you analyze it for me and tell me who my customers are?"

= Vagueness: It does not specify what type of customer data is available or what aspects of the
customer base need to be analyzed.

= Lack of Detail: There’s no context regarding the business type, industry, or any particular
demographic or behavioral data that could aid in segmentation.

= No Clear Objectives: It doesn’t mention what the user hopes to achieve with the analysis, such
as improving targeting, increasing sales, or developing new marketing strategies.

Financial Data Insights

To create a prompt for ChatGPT that seeks financial data insights while keeping cybersecurity in mind,
focus on sharing anonymized data, avoiding specific details like exact financial figures or sensitive
business information. Here’s how you could structure the prompt:



Prompt Outline

1. Anonymize the Data:
Tip: Instead of sharing exact revenue or expense figures, provide relative data such as
percentages, ratios, or trends (e.g., "Product line A costs 10% more to produce than line B").
2. Generalize Product Information:

Tip: Use general descriptions of product lines (e.g., "Sunscreen A" or "Product X") rather than
exact product names.

3. No Identifiable Business Information:
Tip: Avoid sharing detailed business names, locations, or identifying operational specifics in the
prompt.

4. Request Analysis, Not Direct Financial Advice:
Tip: Frame the request to ask for general insights or strategies based on the anonymized data
you provide, without needing specific financial details to be shared.

Example Prompt Based on the Outline:

"I own a small business and am looking to improve profitability across my product lines without
sharing sensitive financial data. | have the following general information:

e Product Line A: 25% of total revenue, but operating expenses are 30% higher than other
products.

e Product Line B: 40% of total revenue, costs are stable but profit margins are shrinking.

e Product Line C: New, with 15% of total revenue but low visibility in the market.

Can you provide some general strategies to help reduce expenses and improve profit margins based
on this overview?"

Food Service Example:

“I manage a small café offering a variety of dishes. Over the past few months, we’ve noticed that
our cost of goods sold (COGS) has increased by 15%, while our profit margins have decreased by
10%. Without sharing specific financial figures, can you provide general insights on how we can
optimize costs and improve profitability across our different menu categories?”

Real Estate Example:

“I run a small real estate agency specializing in residential properties. Recently, our operating
expenses have increased by 12%, while our commission-based revenue has decreased by 8%.
Without sharing exact financial data, can you provide general strategies to reduce costs and boost
profitability in our property sales and rental services?”

Retail Example:

“I own a small retail store that sells vintage products. Over the past two quarters, our revenue has
dropped by 7%, and our inventory costs have increased by 10%. Can you help provide insights on how



to improve profit margins and optimize inventory turnover, without sharing specific financial
details?”

Hospitality Example:

“I manage a small bed-and-breakfast. Our seasonal operating costs have risen by 10%, and our
occupancy rate has decreased by 5% in the off-season. Without revealing detailed financial figures,
can you suggest general strategies to reduce expenses and boost revenue during both high and low
seasons?”

Construction Example:

“I run a small construction business that focuses on residential projects. Over the past year, our
project costs have increased by 15%, while our overall profit margins have decreased by 9%. Without
sharing specific financial numbers, can you provide best practices for managing costs and improving
profitability across different types of projects?”

Transportation/Trucking Example:

“l own a small regional trucking company. Our fuel and maintenance costs have increased by 12%,
while our overall profit margins have dropped by 6%. Can you offer general strategies for reducing
operating expenses and improving profitability across our different delivery routes, without sharing
exact financial data?”

Agriculture Example:

“I manage a small farm. Over the past year, our production costs have risen by 10%, while our
revenue from produce sales has decreased by 7%. Without sharing specific financial figures, can you
help identify general cost-saving strategies and ways to improve profitability across different crops
and seasonal products?”

Poor Example:

"I have monthly revenue and expenses data for my small business. Can you tell me if I’'m profitable?"

= [Insufficient Detail: While it mentions having revenue and expense data, it doesn’t specify the
time frame for the data or any trends (e.g., monthly fluctuations, seasonal changes) that might
affect profitability.

= Lack of Context: It does not indicate the type of small business or industry, which can be crucial
for understanding typical profitability benchmarks and expenses.

= No Clear Metrics: It fails to mention any specific metrics of interest, such as profit margins, cash
flow, or specific expense categories that could influence profitability.



Customer Service

Al can assist you with generating customer service/added value ideas for your business. Sometimes you

just need a brainstorming partner to gather ideas from other companies that you hadn’t considered.

Prompt Outline:

1.

Business Context
a. Describe the type of small business and its industry.
b. Mention the primary products or services offered.

. Specific Customer Service Challenges

a. ldentify specific customer service issues or challenges being faced (e.g., response times,
handling complaints, managing inquiries).

b. Highlight any specific incidents that have raised cybersecurity concerns (e.g., phishing
attempts, data breaches).

. Desired Outcomes

a. Specify what the business hopes to achieve with improved customer service (e.g., faster
response times, enhanced customer satisfaction, increased trust).

b. Mention any cybersecurity practices to implement (e.g., secure handling of customer data,
educating staff on phishing).

. Data Considerations

a. Clarify that no sensitive customer data will be shared in the request.
b. Mention any general data insights or trends that can be referenced without compromising
privacy.

. Additional Details

a. Include any existing tools or systems currently used for customer service.
b. Specify any particular metrics to focus on (e.g., average response time, customer satisfaction
ratings).

Example Prompt Based on the Outline

"I run a small online skincare business, and we’re currently facing challenges with our customer

service response times. We often receive inquiries about product ingredients and shipping, and we've

had a few incidents related to phishing attempts targeting our customers. We want to improve our

response efficiency and build trust with our clients while ensuring that customer data remains

secure. Can you provide strategies for enhancing our customer service approach, training our team

on cybersecurity best practices, and handling inquiries without sharing sensitive customer

information?"



Food Service Examples:

1.

General Customer Service Improvement

“I run a small organic café, and we often receive customer inquiries about menu items and dietary
options. | want to enhance our customer service experience to ensure diners feel valued and well-
informed. What best practices can you suggest for improving communication and responsiveness
with our customers?"

. Handling Customer Complaints

“I manage a family-owned restaurant, and we occasionally receive complaints about wait times
and food quality. | want to create a better process for addressing these complaints and turning
them into positive experiences. Can you recommend effective strategies for managing customer
feedback and improving satisfaction?"

. Increasing Customer Engagement

"I operate a small food truck that serves gourmet tacos. | want to enhance our customer service
by engaging more effectively with our customers during their ordering process. What techniques
can | use to improve communication and keep customers informed about our menu and specials?"

. Streamlining Reservation and Order Processes

“I run a cozy bistro, and customers often inquire about reservations and online orders. | want to
streamline our communication regarding availability and improve response times. Can you
provide suggestions on how to enhance our customer service in this area?"

. Building Customer Loyalty

"I own a small bakery, and | want to improve our customer service to build loyalty among our
clients. | frequently receive inquiries about custom orders and promotions. What best practices
can you suggest for creating a personalized experience that encourages repeat business?"

. Training Staff for Better Customer Interaction

"I manage a local diner, and | want to ensure that my staff is well-equipped to handle customer
inquiries and provide exceptional service. What training methods or resources can you
recommend to enhance our team's communication skills and overall customer service approach?"

. Utilizing Customer Feedback

"I operate a small restaurant and want to better understand our customers' needs and
preferences. | frequently collect feedback through surveys but need help analyzing and utilizing it
effectively. Can you provide strategies for leveraging customer feedback to improve our service
and menu offerings?"

Real Estate Examples:

1.

General Customer Service Improvement

"I manage a small real estate agency that focuses on residential properties. We frequently receive
inquiries about property listings and the buying process. | want to enhance our customer service
experience to ensure clients feel supported throughout their journey. What best practices can you
suggest for improving communication and responsiveness with our clients?"



2. Handling Client Concerns
"I'run a boutique real estate agency, and we often encounter clients who have concerns about
market fluctuations and property values. | want to create a better process for addressing these
concerns and ensuring clients feel confident in their decisions. Can you recommend effective
strategies for managing client inquiries and providing reassurance?"

3. Improving Follow-Up Processes
"I operate a small real estate firm, and timely follow-up with clients after property viewings is
crucial. However, our current follow-up process could use improvement. What techniques can |
implement to ensure we maintain consistent communication and keep clients engaged
throughout the buying process?"

4. Enhancing Client Education
“I manage a real estate agency that helps first-time homebuyers navigate the purchasing process.
| want to enhance our customer service by providing better educational resources and support.
What strategies can you recommend for effectively educating clients about the buying process
and property ownership?"

5. Building Long-Term Relationships
"I'run a small real estate agency and want to focus on building long-term relationships with our
clients. We often receive inquiries about property maintenance and investment opportunities.
What best practices can you suggest for creating a lasting connection with clients beyond the
initial sale?"

6. Training Agents for Better Client Interaction
"I operate a small real estate agency and want to ensure that my agents are well-equipped to
handle client inquiries and provide exceptional service. What training methods or resources can
you recommend to enhance our team's communication skills and overall customer service
approach?"

7. Utilizing Technology for Improved Service
"I manage a small real estate firm, and | want to leverage technology to enhance our customer
service. We often receive inquiries through various channels, including email and social media.
What tools or platforms can you suggest for streamlining communication and improving our
response times?"

Retail Examples:

1. General Customer Service Improvement
"I own a small retail store that sells eco-friendly products, and we often receive customer inquiries
about product availability and returns. | want to improve our customer service experience to
ensure shoppers feel valued and informed. What best practices can you suggest for enhancing
communication and responsiveness with our customers?"



. Handling Customer Complaints

"I'run a boutique retail shop, and we occasionally receive complaints about product quality and
customer service. | want to create a better process for handling these complaints and turning
them into positive experiences. Can you recommend effective strategies for managing customer
feedback and improving satisfaction?"

. Increasing Customer Engagement

“I manage a small online retail store that specializes in handmade crafts. | want to enhance our
customer service by engaging more effectively with our customers during their shopping
experience. What techniques can | use to improve communication and keep customers engaged
throughout their purchase journey?"

. Streamlining Order Fulfillment Inquiries

"I operate a small clothing retail store, and customers often inquire about order fulfillment and
shipping times. | want to streamline our communication regarding order status and improve
response times. Can you provide suggestions on how to enhance our customer service in this
area?"

. Building Customer Loyalty

"I'run a small health food store, and | want to improve our customer service to build loyalty
among our clients. | frequently receive inquiries about product recommendations and promotions.
What best practices can you suggest for creating a personalized shopping experience that
encourages repeat business?"

. Training Staff for Better Customer Interaction

"I own a family-run retail shop, and | want to ensure that my staff is well-equipped to handle
customer inquiries and provide exceptional service. What training methods or resources can you
recommend to enhance our team's communication skills and overall customer service approach?"

. Utilizing Customer Feedback

"I manage a small electronics retail store, and we want to better understand our customers'
needs and preferences. | frequently collect feedback but need help analyzing and utilizing it
effectively. Can you provide strategies for leveraging customer feedback to improve our service
and product offerings?"

Hospitality Examples:

1.

General Customer Service Improvement

“I run a small bed-and-breakfast, and we frequently receive inquiries about room availability and
local attractions. | want to enhance our customer service experience to ensure guests feel
welcomed and well-informed. What best practices can you suggest for improving communication
and responsiveness with our guests?"

. Handling Guest Complaints

"I manage a boutique hotel, and we occasionally receive complaints about room cleanliness and
service delays. | want to create a better process for addressing these complaints and ensuring



guests have a positive experience. Can you recommend effective strategies for managing guest
feedback and improving satisfaction?"

. Improving Check-In and Check-Out Processes

"I operate a small lodge, and the check-in and check-out processes can sometimes lead to guest
frustrations. | want to streamline these processes to enhance the overall guest experience. What
techniques can | implement to ensure efficient and pleasant arrivals and departures?"

. Enhancing Guest Engagement

"I manage a small resort, and | want to improve our customer service by engaging more
effectively with guests during their stay. We often receive inquiries about activities and dining
options. What strategies can | use to proactively communicate with guests and keep them
informed about available services?"

. Building Long-Term Relationships

“I own a small inn, and | want to focus on building long-term relationships with our guests. We
often receive inquiries about special offers and events. What best practices can you suggest for
creating a personalized experience that encourages guests to return?"

. Training Staff for Better Guest Interaction

"I'run a family-owned hotel, and | want to ensure that my staff is well-equipped to handle guest
inquiries and provide exceptional service. What training methods or resources can you
recommend to enhance our team's communication skills and overall hospitality approach?"

. Utilizing Technology for Improved Service

"I operate a small vacation rental business, and | want to leverage technology to enhance our
customer service. We receive inquiries through various channels, including email and social
media. What tools or platforms can you suggest for streamlining communication and improving
our response times?"



Construction Examples:

1.

General Customer Service Improvement

“I manage a small construction company that focuses on residential projects. We frequently
receive inquiries about project timelines and costs. | want to enhance our customer service
experience to ensure clients feel supported throughout their project. What best practices can you
suggest for improving communication and responsiveness with our clients?"

. Handling Client Concerns

“I run a construction firm, and we often encounter clients who have concerns about project delays
and budget overruns. | want to create a better process for addressing these concerns and
ensuring clients feel confident in our work. Can you recommend effective strategies for managing
client inquiries and providing reassurance?"

. Improving Follow-Up Processes

"I operate a small contracting business, and timely follow-up with clients after initial
consultations is crucial. However, our current follow-up process could use improvement. What
techniques can | implement to ensure we maintain consistent communication and keep clients
engaged throughout the construction process?"

. Enhancing Client Education

“I manage a construction company that helps clients with custom home builds. | want to enhance
our customer service by providing better educational resources about the building process. What
strategies can you recommend for effectively educating clients on timelines, materials, and design
choices?"

Building Long-Term Relationships

"I run a small renovation company and want to focus on building long-term relationships with our
clients. We often receive inquiries about maintenance and future projects. What best practices
can you suggest for creating a lasting connection with clients beyond the initial project?"

. Training Staff for Better Client Interaction

"I operate a construction firm and want to ensure that my team is well-equipped to handle client
inquiries and provide exceptional service. What training methods or resources can you
recommend to enhance our team's communication skills and overall customer service approach?"

. Utilizing Technology for Improved Service

“I manage a small construction business, and | want to leverage technology to enhance our
customer service. We often receive inquiries through various channels, including email and phone.
What tools or platforms can you suggest for streamlining communication and improving our
response times?"



Transportation/Trucking Examples:

1.

General Customer Service Improvement

“I manage a small trucking company that handles freight logistics. We frequently receive inquiries
about shipment status and delivery times. | want to enhance our customer service experience to
ensure clients feel informed and valued. What best practices can you suggest for improving
communication and responsiveness with our customers?"

. Handling Customer Complaints

“I' run a local transportation service, and we occasionally receive complaints about delayed
deliveries and service quality. | want to create a better process for addressing these complaints
and ensuring customers have a positive experience. Can you recommend effective strategies for
managing customer feedback and improving satisfaction?"

. Improving Communication During Shipments

"I operate a small logistics company, and timely updates to clients during the shipping process are
crucial. However, our current communication process could use improvement. What techniques
can | implement to ensure we provide reqular updates and keep clients engaged throughout their
shipments?"

. Enhancing Customer Engagement

“I manage a small freight brokerage and want to improve our customer service by engaging more
effectively with our clients. We often receive inquiries about pricing and service options. What
strategies can | use to proactively communicate with clients and ensure they are well-informed
about our services?"

. Building Long-Term Relationships

"I own a small trucking business, and | want to focus on building long-term relationships with our
clients. We often receive inquiries about future shipping needs and service recommendations.
What best practices can you suggest for creating a personalized experience that encourages
repeat business?"

. Training Staff for Better Customer Interaction

"I operate a transportation company and want to ensure that my team is well-equipped to handle
customer inquiries and provide exceptional service. What training methods or resources can you
recommend to enhance our team's communication skills and overall customer service approach?"

. Utilizing Technology for Improved Service

"I manage a small trucking firm, and | want to leverage technology to enhance our customer
service. We receive inquiries through various channels, including email and phone. What tools or
platforms can you suggest for streamlining communication and improving our response times?"



Agriculture Industry Examples:

1.

General Customer Service Improvement

“I run a small organic farm that sells produce directly to consumers. We frequently receive
inquiries about our growing practices and product availability. | want to enhance our customer
service experience to ensure customers feel informed and appreciated. What best practices can
you suggest for improving communication and responsiveness with our customers?"

. Handling Customer Complaints

“I manage a local farmers' market stall, and we occasionally receive complaints about product
quality or delivery issues. | want to create a better process for addressing these complaints and
ensuring customers have a positive experience. Can you recommend effective strategies for
managing customer feedback and improving satisfaction?"

. Improving Communication During Seasonal Changes

"I operate a small agricultural business that grows seasonal crops. Timely communication with
customers about availability and harvest times is crucial, but our current process could use
improvement. What techniques can | implement to ensure we provide reqular updates and keep
customers engaged throughout the growing season?"

. Enhancing Customer Engagement

“I manage a community-supported agriculture (CSA) program and want to improve our customer
service by engaging more effectively with our members. We often receive inquiries about recipe
ideas and storage tips for our produce. What strategies can | use to proactively communicate with
members and ensure they are well-informed about our offerings?"

. Building Long-Term Relationships

"I own a small livestock farm and want to focus on building long-term relationships with our
customers. We often receive inquiries about future product availability and farm tours. What best
practices can you suggest for creating a personalized experience that encourages repeat business
and customer loyalty?"

. Training Staff for Better Customer Interaction

"I operate an agricultural supply store and want to ensure that my staff is well-equipped to
handle customer inquiries and provide exceptional service. What training methods or resources
can you recommend to enhance our team's communication skills and overall customer service
approach?"

. Utilizing Technology for Improved Service

"I run a small agribusiness, and | want to leverage technology to enhance our customer service.
We receive inquiries through various channels, including email and social media. What tools or
platforms can you suggest for streamlining communication and improving our response times?"



Poor Example:

"Tell me everything | need to know about customer service."

Vagueness: The prompt is extremely vague and lacks specificity. It does not specify the industry,
the type of customer service issues the company is facing, or the desired outcomes. This makes it
challenging for ChatGPT to provide actionable insights that are relevant to the business.
Overwhelming Scope: The phrase "everything | need to know" is too broad and suggests an
overwhelming amount of information. A more focused question would yield more targeted and
useful advice, such as asking for specific strategies or best practices for a particular situation.
Lack of Context: Without context regarding the company’s size, type of products or services
offered, or specific customer interactions, it’s difficult to provide tailored advice. For effective
customer service improvement, understanding the unique challenges and characteristics of the
business is crucial.

Absence of Desired Outcomes: The prompt does not indicate what the user hopes to achieve by
improving customer service. ldentifying goals, such as increasing customer satisfaction, reducing
complaints, or enhancing team training, would help in crafting a more effective prompt.

Productivity

Al can assist with several productivity enhancing tasks in your business. Five areas are outlined below

and industry-specific examples follow.

1. Workflow Optimization

2.

Outline:

Introduction: Briefly describe your business and its primary operations.

Current Challenge: Identify specific workflow issues (e.g., bottlenecks, redundant tasks).

Goal: State what you hope to achieve (e.g., streamline processes, reduce time spent on specific
tasks).

Request for Suggestions: Ask for actionable strategies or tools to improve workflow.

Example Prompt: "/ run a small marketing agency and have noticed bottlenecks in our project

workflows, especially during client reviews. | want to streamline our processes to reduce turnaround

time. Can you suggest actionable strategies or tools to help us improve our workflow efficiency?"

Team Collaboration

Outline:

Introduction: Describe your business type and team structure.

Current Challenge: Identify issues with communication or collaboration.

Goal: Explain what you want to improve (e.g., better coordination, enhanced information
sharing).



e Request for Suggestions: Ask for tips or tools to enhance team collaboration.

Example Prompt: "I manage a small software development company with a team of eight. We often
struggle with communication and project updates, leading to misalignment. How can we improve
our collaboration and ensure everyone is on the same page? What tools or strategies would you
recommend?"

Project Management Tools

Outline:

e Introduction: Briefly describe your business and current project management practices.

e Current Challenge: Identify issues with managing projects (e.g., missed deadlines, task tracking).

e Goal: State what you want to achieve (e.g., better task management, improved deadline
adherence).

e Request for Suggestions: Ask for recommendations on project management tools.

Example Prompt: " run a small construction firm and currently manage projects using spreadsheets,
but we often miss deadlines. | want to improve our project management processes. Can you
recommend project management software that would help us track tasks and deadlines more
effectively?"

Time Management Techniques

Outline:

e Introduction: Describe your business and the team's current time management practices.

e Current Challenge: Identify specific time management issues (e.g., distractions, poor
prioritization).

e Goal: State your objective (e.g., improve focus, enhance productivity).

o Request for Techniques: Ask for specific time management strategies.

Example Prompt: "/ operate a small retail store, and my team often struggles with time
management, especially during peak hours. | want to help them stay focused and productive. What
time management techniques can you recommend for improving our efficiency?"

Employee Training and Development

Outline:

e Introduction: Briefly describe your business and the skills required for your team.

e Current Challenge: Identify gaps in employee skills or training needs.

e Goal: State what you want to achieve (e.g., upskill employees, improve service delivery).

o Request for Suggestions: Ask for training resources or programs.

Example Prompt: "l run a small hospitality business, and | want to ensure my staff is well-trained in

customer service and conflict resolution. What training resources or programs can you recommend
to help enhance their skills?"



Food Service Examples:

1.

Workflow Optimization

“I' run a small café that serves breakfast and lunch, and I’'ve noticed inefficiencies in our food prep
workflow, especially during peak hours. | want to streamline our processes to reduce wait times
for customers. Can you suggest actionable strategies or tools to help us improve our workflow
efficiency?"

. Team Collaboration

"I manage a small restaurant with a team of ten, and we often face communication challenges
during busy shifts, leading to mistakes and delays. How can we enhance our collaboration and

ensure that our kitchen and front-of-house staff are well-coordinated? What tools or strategies
would you recommend?"

. Project Management Tools

"I operate a catering business, and managing multiple events at once has become overwhelming
with our current processes. | want to implement a project management tool to help us keep track
of tasks, deadlines, and client preferences. Can you recommend any software that would suit our
needs?"

. Time Management Techniques

“I run a small food truck, and my team struggles with time management, especially when
preparing for events. | want to help them improve their focus and efficiency during busy service
times. What time management techniques can you suggest to enhance our productivity?"

. Employee Training and Development

"I manage a small bakery and want to ensure my staff is well-trained in baking techniques and
customer service. What training resources or programs can you recommend to help enhance their
skills and improve the quality of our products and service?"

Real Estate Examples:

1.

Workflow Optimization

"I run a small real estate agency, and I’ve noticed inefficiencies in our property listing and client
follow-up processes. | want to streamline our workflows to ensure timely communication and
faster turnaround times for client inquiries. Can you suggest actionable strategies or tools to help
us improve our efficiency?"

. Team Collaboration

"I manage a team of five real estate agents, and we often struggle with sharing information and
updates on property listings. What strategies can we implement to enhance collaboration among
team members and ensure everyone is informed about new opportunities?"

. Project Management Tools

"I operate a real estate firm that manages multiple properties. | need a project management tool
to help track maintenance requests, property updates, and client communications. Can you
recommend software that would fit our needs?"



. Time Management Techniques

"I work as a real estate agent and often find it challenging to balance client meetings, property
showings, and administrative tasks. What time management techniques can you suggest to help
me prioritize my tasks and make the most of my day?"

Retail Examples:

1. Workflow Optimization
"I own a small clothing boutique, and I’'ve noticed inefficiencies in our inventory restocking
process and checkout lines during busy hours. Can you suggest actionable strategies to optimize
our workflows and improve the customer experience?"

2. Team Collaboration
"I manage a retail store with a team of ten employees, and we often struggle with
communication regarding sales promotions and inventory changes. What tools or strategies can
help us improve collaboration and keep everyone on the same page?"

3. Project Management Tools
"I'run a small home goods store, and | want to implement a project management tool to help us
plan and execute seasonal sales events. Can you recommend any software that would help us
manage tasks and deadlines effectively?"

4. Time Management Techniques
"I operate a small coffee shop, and my staff often has difficulty managing their time during busy
shifts. What time management techniques can you suggest to help them stay organized and
efficient while serving customers?"

Hospitality Examples:

1. Workflow Optimization
"I manage a small hotel, and I’ve noticed inefficiencies in our check-in and housekeeping
processes. | want to streamline these workflows to enhance guest satisfaction. Can you suggest
actionable strategies or tools to improve our operational efficiency?"

2. Team Collaboration
"I run a bed and breakfast with a small staff, and we often have communication challenges
regarding guest preferences and special requests. What strategies can we implement to improve
collaboration among team members and ensure excellent service?"

3. Project Management Tools
"I operate a small event venue, and | need a project management tool to coordinate event
logistics, bookings, and vendor communications. Can you recommend software that would be
suitable for managing these tasks?"

4. Time Management Techniques

"I lead a team at a small restaurant, and we struggle with managing time effectively during busy
dinner services. What time management techniques can you suggest to help our staff prioritize
tasks and improve efficiency?"



Construction Industry Examples:

1.

Workflow Optimization

“I manage a small construction company, and I’'ve noticed inefficiencies in our project scheduling
and resource allocation. | want to streamline these processes to ensure timely project completion.
Can you suggest actionable strategies or tools to improve our workflow?"

. Team Collaboration

"I oversee a team of subcontractors on construction sites, and we often face communication
challenges regarding project updates and safety protocols. What tools or strategies can help
enhance collaboration and ensure everyone is informed?"

. Project Management Tools

“I run a small renovation business and need a project management tool to help track job
timelines, budgets, and materials. Can you recommend software that would suit our needs and
improve our project oversight?"

. Time Management Techniques

"I operate a construction firm, and my project managers often struggle with balancing multiple
job sites and tasks. What time management techniques can you suggest to help them prioritize
their responsibilities effectively?"

Transportation/Trucking Examples:

1.

Workflow Optimization

"I manage a small trucking company, and I’'ve noticed inefficiencies in our route planning and
delivery scheduling. | want to optimize these workflows to reduce fuel costs and improve delivery
times. Can you suggest actionable strategies or tools for enhancing our operational efficiency?"

. Team Collaboration

"I oversee a team of drivers, and we often face communication challenges when coordinating
deliveries and addressing issues on the road. What strategies can we implement to improve
collaboration and ensure our drivers are well-informed?"

. Project Management Tools

"I operate a small logistics business and need a project management tool to help track shipments,
deadlines, and driver assignments. Can you recommend software that would help us manage
these tasks effectively?"

. Time Management Techniques

"I run a transportation service, and my drivers often struggle with managing their time effectively
during long hauls. What time management techniques can you suggest to help them stay
organized and ensure timely deliveries?"



Agriculture Industry Examples:

1.

Workflow Optimization

“I run a small organic farm and have noticed inefficiencies in our planting and harvesting
processes. | want to streamline these workflows to enhance productivity during the growing
season. Can you suggest actionable strategies or tools to improve our operations?"

. Team Collaboration

“I manage a small agricultural co-op, and we often face communication challenges among
farmers regarding crop sharing and resource management. What strategies can we implement to
improve collaboration and ensure everyone is on the same page?"

. Project Management Tools

"I operate a community-supported agriculture (CSA) program and need a project management
tool to help manage subscriptions, deliveries, and member communications. Can you recommend
software that would fit our needs?"

. Time Management Techniques

“I run a small farm, and my team struggles with time management, especially during planting
and harvest seasons. What time management techniques can you suggest to help them stay
focused and productive during busy periods?"

Poor Example:

"Can you help me improve my business operations?"

Lack of Specificity: The prompt is overly vague and does not provide any details about the type of
business, industry, or specific areas of assistance needed. Without context, it’s challenging for an
Al or any assistant to provide relevant or actionable insights.

No Clear Goal: The prompt does not define what the user hopes to achieve. Without a clear
objective, it’s impossible to generate tailored advice or solutions that would be genuinely helpful.
Absence of Relevant Information: The prompt does not mention any specific challenges or areas
the user is struggling with, which limits the ability to offer targeted support.

Missed Opportunity for Insight: By not including information about the industry or specific
issues, the prompt misses an opportunity to gain valuable insights that could lead to significant
improvements.
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