Huwéng dan prompt cia Claude

Mot s0 161 khuyén chung dé nhac nhé hi¢u qua
1. Hay ré rang va cu thé.

e Hay néu rd nhiém vu hodc cau hoéi cua ban ngay tu déu tin nhén.
o Hay cung cap thém ngir canh va chi tiét dé giap Claude hiéu rd nhu cau cta ban.
e Chia nhé cac nhiém vu phuc tap thanh cac budc nho hon, dé quan 1y hon.

Loi nhic khong hop 1&: <prompt> "Hay giup t6i 1am bai thuyét trinh." </prompt>

Yéu cau tt: <prompt> "T6i can tro gitp tao bai thuyét trinh 10 slide cho cudc hop ban hang
hang quy. Bai thuyét trinh nén bao gom két qua ban hang quy 2, cic san pham ban chay nhat va
muc tiéu doanh s6 quy 3. Vui long cung cap dan ¥ vdi cac di€m chinh cho moi slide." </prompt>

Ly do no tot hon: Mot dé bai tot cung cap cac chi tiét cy thé vé nhiém vu, bao gdm sd luong
slide, muc dich cua bai thuyét trinh va cac chu dé chinh can duogc trinh bay.

2. Str dung vi du

» Haycung cap vi du vé loai két qua d4u ra ma ban mong mudn.
 Néu ban mudn mét dinh dang hoic kiéu dang cu thé, hiy cho Claude xem vi du.

Dé bai sai: <dé bai> "Viét mot email chuyén nghiép." </dé bai>

Goiy tot: <goi y> "Toi can viét mot email chuyén nghiép cho khach hang vé viéc dy 4n bi cham
tién do. Pay 1a mgt email tuong tuy ma t61 da gui trude day:

'Kinh guri [Khach hang], T6i hy vong email nay dén tay ban trong tinh trang t6t. T6i mudn cap
nhat cho ban vé tién do ctia [Tén du an]. That khong may, ching t6i da gap phai mot su ¢b ngoai
du kién s& lam cham tién do hoan thanh khoang hai tuan. Chung t6i dang nd luc hét sirc dé giai
quyét véan dé nay va sé tiép tuc cap nhat tién d6 cho ban. Vui long cho t61 biét néu ban co bt ky
cau héi hodc thic mic nao. Tran trong, [Tén cta ban]'

Hay giup t6i soan thiao mot email méi v6i giong diéu va ciu triic tuong tw, nhung phu hop voi
tinh hinh hién tai ctia chung ta, khi ma viéc giao hang dang bi cham tré mot thang do van dé vé

chudi cung tmg.

Ly do n6 tot hon: Loi nhac tot cung cap mot vi du cu thé ve phong cach va giong diéu mong
muon, giup Claude c6 mdt diém tham chiéu r6 rang cho email mai.

3. Khuyén khich tw duy



« Ddi voi nhitng nhiém vy phirc tap, hiy yéu cau Claude "suy nghi timg budc mot" hoic
"gidi thich 1y do ctia ban".
e Dicu nay c6 thé dan dén nhiing cau tra 161 chinh xac va chi tiét hon.

Cau hoi khong hop 18: <prompt> "Lam thé nao dé cai thién ning sudt lam viéc nhom?"
</prompt>

Goi y tot: <ggi y> "To61 dang muon cai thién nang suat lam viéc ciia nhém. Hay suy nghi k¥ ting
budc mot, xem xét cac yéu to sau:

Céc yéu t6 can trd ning suét hién tai (vi du: qua nhiéu cudc hop, uu tién khong 13 rang)
Céc giai phap tiém nang (vi du: k¥ thuat quan 1y thoi gian, cong cu quan 1y du 4n)
Thach thirc trong trién khai

Céc phuong phap do luong su cai thién

N =

D061 véi moi bude, vui long dua ra 161 gidi thich ngan gon vé 1y do cuia ban. Sau do, tom tdt cac y
tudng cua ban & cuoi.

Ly do né tot hon: Dé bai tét yéu cau Claude suy nghi thau dao van dé mot cach co hé thong,
cung cap cAu trac hudng dan cho céu tra loi va yéu cau giai thich qua trinh 1ap luén. N6 cling
khuyén khich Claude tom tit lai van dé & cudi dé dé doc hon.

4. Cai tién lip di lap lai

o Néu cau tra 16i du tién cua Claude khong hoan toan chinh xac, hiy yéu cau lam rd hodc
chinh stra.

« Ban ludn co thé noi "Gan diing roi, nhung ban c6 thé diéu chinh X dé n6 gidng Y hon
dugc khong?"

Loi nhic khong tot: <prompt> "Hay lam cho né t6t hon." </prompt>

Goi ¥ tot: <goi > "P6 1a mot khai dau tét, nhung vui 1ong chinh stra thém. Hay thyc hién céc
diéu chinh sau:

1. Hay lam cho giong di€u tré nén than mat va thoai mai hon.
2. Hay dua ra mot vi du cu thé vé cach san pham ctia chung t61 da giup ich cho khach hang.
3. Hay rat ngan doan van thir hai d€ tap trung hon vao loi ich thay vi tinh nang.

Ly do no tét hon: Loi nhéc t6t cung cap phan hoi cu thé va huéng dan 16 rang dé cai thién, cho
phép Claude thuc hién cac diéu chinh c6 muc tiéu thay vi chi dua vao cdm nhan bam sinh cua
Claude ve "tot hon" - di€u nay c6 thé khac véi dinh nghia cua nguoi dung!

5. Tan dung Kién thirc ciia Claude

« Claude c6 kién thtrc sdu rong trén nhiéu linh virc. Pimg ngan ngai hoi anh 4y dé duoc
giai thich hodc tim hi€u thém thong tin.



« Hiy nhd cung cép ngit canh va chi tiét lién quan dé cau tra 10i ctia Claude dat hiéu qua tdi
da va hiru ich nhat.

Cau hoi khong hop 1&: <prompt> "Tiép thi 1a gi? Toi phai lam thé nao?" </prompt>

Cau hoi hay: <prompt> "T6i dang xay dung chién luoc tiép thi cho dong san pham tiy rira than
thién voi moi truong maéi. Ban ¢6 thé cung cap tong quan vé cac xu hudng hién tai trong ti€p thi
xanh khong? Vui long bao gom:

1. Céc chién lugc truyén thong chinh gay dugc tiéng vang véi ngudi tiéu ding co ¥ thirc vé
moi trudng

2. Céc kénh hiéu qua dé tiép can ddi tuong nay

3. Mot s6 vi du vé cac chién dich tiép thi xanh thanh cong trong nim qua.

4. Nhimng cam bay tiém an can tranh (vi du: cao budc "ty xanh")

Thong tin nay s& gitp toi dinh hinh chién luoc tiép thi cua chung ta.
Ly dono t6t hon: Cau hoi tot yéu cau thong tin cu thé, pht hop véi ngit canh va tan dung dugc
von kién thirc rong 16n cta Claude. N6 cung cap ngir canh v€ cach thong tin s& dugce su dung,
giup Claude dinh hinh céu tra 161 cia minh theo cach phu hop nhat.
6. Str dung phuwong phap nhap vai

« Haiy yéu cau Claude dam nhan mot vai tro hodc quan diém cu thé khi tra 15i.
Loi nhic khong hop 18: <prompt> "Hay gitp t6i chuan bi cho mét cudc dam phan." </prompt>
Cau hoi goi y hay: <prompt> "Ban la nha cung cép vai cho cong ty san xut ba 16 ctia toi. To1
dang chuan bi dam phan v6i nha cung cap nay dé giam gia 10%. Véi tu cach 1a nha cung cép,
vui 16ng cung cap:

1. Balydo tiém tang dé phan dbi yéu cau giam gia cia ching to1

2. Dbi voi m01 ¥ kién phan bac, hay de xuat mot luan diém phan bién tir quan diém ciia toi.

3. Hai dé xut thay thé ma nha cung cp c6 thé dua ra thay vi giam gia truc tiép.

Sau do, hay doi vai va dua ra 161 khuyén vé céch tot nhat dé toi, voi tu cach 1a ngudi mua, tiép
can cudc dam phan nay nham dat dugc muc ti€u cia ca hai bén."

Ly do phuong phap nay t6t hon: Phuong phap nay st dung dong vai dé kham pha nhiéu goc nhin
khac nhau vé cuc dam phan, giup chuén bi toan dién hon. Pong vai cling khuyén khich Claude

dé dang nam bat duoc nhitng sic thai tinh té cta cac quan diém cu thé, tir d6 nang cao tri thong
minh va hiéu qua trong phan hoi cia Claude.

Meo va vi du cu thé cho tirng nhiém vu

Tao ngi dung



1.

3.

Hay xac dinh déi twgng myc tiéu ciia ban
o Hay cho Claude biét ndi dung nay danh cho ai.

Dé bai khong tdt: . <prompt> "Hay viét gi d6 vé an ninh mang." </prompt> 1 Dé bai tot:
<prompt> "Téi can viét mot bai dang trén blog vé cac bién phap tot nhat vé an ninh mang
danh cho chu doanh nghiép nho. Déi tuong doc gia khong am hiéu cong nghé 1im, vi vay
ndi dung nén la:

2. Dé l}iéu, tranh dung thuat ngit chuyén nganh néu c6 thé.
3. Thiét thye, véi nhitng 161 khuyén hiru ich ma ho c6 thé nhanh chéng 4p dung.
4. Hap dan va c6 chut hai hudc dé thu hut sy cha y cua ho.

Hay cung cip dan ¥ cho mot bai ding blog dai 1000 tir, & cap dén 5 bién phap an ninh
mang hang dau ma cac chu doanh nghiép nén ap dung." </prompt> Tai sao cach nay t6t
hon: Mt 101 nhic tot s& chi 16 ddi tuong, giong van mong mudn va cac dic diém chinh
ctia ndi dung, cung cip cho Claude nhimg huéng dan rd rang dé tao ra san pham phi hop
va hiéu qua.

Xac dinh gigong di€éu va phong cach.
o Hay mo ta giong diéu mong mudn.
o Néu ban c6 cam nang hudng dan vé vin phong, hiy dé cap dén nhing diém chinh
trong do.

Dé bai té: <dé bai> "Viét mo ta san pham." </dé bai> Dé bai tot: <dé bai> "Vui long gitip
t6i viét mo ta san pham cho chiéc ghé vin phong cong thai hoc méi cua chiing toi. Hay
str dung giong vin chuyén nghiép nhung thu hut. Thuong hiéu ciia ching t6i huéng dén
su than thi¢n, sdng tao va chl trong stc khoe. M6 ta nén:

2. Néu bat cac dic diém cong thai hoc chinh cua ghé.

3. Hay giai thich nhiing tinh ning nay mang lai loi ich nhu thé nao cho strc khoe va
ning suat 1am viéc ciia nguoi ding.

4. Bao gém mot doan dé cap ngén gon vé cac vit liéu bén virng dugc su dung.

5. Két thac bang 10i kéu goi hanh dong, khuyén khich nguoi doc thir chiée ghé.

Hay nham dén khoang 200 tir." </prompt> Tai sao cach nay tot hon: Loi nhic niy cung
cap huong dan ro rang ve giong di€u, phong cach va céac yeu to cu thé can dua vao mo ta
san pham.

Xéc dinh cau tric dau ra
o Hay cung cap dan ¥ co ban hoac danh sach cac diém ban mudn dé cap.

Dé bai khong t6t: <dé bai> "Tao mot bai thuyét trinh vé két qua kinh doanh ciia cong ty
chung t61." </d€ bai> Dé bai tot: <dé bai> "To6i can tao mot bai thuyét trinh vé két qua
quy 2 cua chiing t6i. Hay cau trac bai thuyét trinh nay theo cac phan sau:

1. Tong quan
2. Higu suat ban hang



3. Thu hat khach hang
4. Thach thirc
5. Trién vong quy 3

Dbi voi mdi phan, hay dé xuét 3-4 diém chinh can trinh bay, dua trén cac bai thuyét trinh
kinh doanh dién hinh. Pong thoi, haly dé xuét mot loai hinh tryc quan hoa dit liu (vi du:
biéu do dd thi) hiéu qua cho moi phan </prompt> Tai sao cach nay t6t hon: Cau hoi nay
cung cip céu trac rd rang va yéu cau cac yeu t6 cu thé (diém chinh va hinh anh tryc quan
hoa dit liéu) cho mdi phan.

Tém tit tai liéu va Hoi dap

1. Hay néi rd nhirng gi ban mudn.
o Hay yéu cau tom tit cac khia canh hoic phan cu thé cua tai lidu.
o Hay dat cau hoi mot cach rd rang va truc tlep
o Hay nhé chi 16 loai tom tat (cAu trac dau ra, loai ndi dung) ma ban mudn.
2. Sir dung tén tai liéu
o Vui long tham khao céc tai liéu dinh kém theo tén goi.
3. Hiy yéu ciu din ching.
o Yéu cau Claude trich dan nhitng phan cu thé cua tai liéu trong cau tra 1oi cia
minh.

Duéi day 1a mot vi du két hop ca ba ki thuat trén:
Li khi st dung cdu 1énh: <prompt> "Tém tit bao céo ndy cho t6i." </prompt>

Dé bai hay: <dé bai> "To6i da dinh kém mot bao cao nghién ctru thi trudng dai 50 trang co tiéu dé
"Xu hudong nganh cong ngh¢ nam 2023'. Ban c6 thé cung cap mot ban tom tit gom 2 doan van
tap trung vao cac xu hudng tri tu¢ nhan tao (Al) va may hoc khong? Sau do, vui long tra 161 céc
cau hoi sau:

1. Batng dung tri tué nhan tao (AI) hang dau trong kinh doanh nim nay 1a gi?

2. May hoc dang tic dong nhu thé ndo dén céc vi tri viéc 1am trong nganh céng nghé?

3. Béo céo dé cap dén nhitng rui ro hodc thach thirc tiém tang nao lién quan dén viéc ap
dung tri tu¢ nhan tao?

Vui 10ng trich dan cic phan cy thé hoic s6 trang khi tra 16i cAc cAu hoi nay.

Ly do n6 tot hon: Cau héi nay chi rd trong tam chinh x4c ctia ban tom tat, dua ra cac cau hoi cu
thé va yéu cau trich dan, ddm bdo cau tra 101 chinh xac va hitru ich hon. N6 cling chi ra cau trac
dau ra 1y tudng cuia ban toém tat, chang han nhu giéi han cau tra 101 trong 2 doan van.

Phan tich va trwe quan héa dir li€u

1. Hay chi dinh dinh dang mong muén. i
o Hay mo ta rd rang dinh dang ban muodn dir li¢u hién thi.



Cau hoi khong tt: <prompt> "Phén tich dir liéu ban hang ciia chung t6i." </prompt> Cau
héi tot: <prompt> "T6i da dinh kém mot bang tinh c6 tén 'Dir li¢u ban hang 2023'. Ban ¢6
thé phan tich dir li¢u nay va trinh bay cac phat hién chinh theo dinh dang sau:

2. Tom tit (2-3 cau)

3. Céc chi s chinh:
= Tbng doanh thu cho mdi quy
= Danh muc san pham c6 hiéu suat cao nhat
=  Khu vuc ting trudng cao nhét

4. Xu hudng:
= Li¢t ké 3 xu hudng dang chi y, moi xu hudng kém theo 101 gidi thich ngan
gon.

5. Khuyén nghi: ) N )
= Duara 3 khuyén nghi dya trén dir 1iéu, moi khuyén nghi kem theo 1y do
ngan gon.

Sau khi phén tich, hdy dé xuat ba loai hinh tryc quan hoa dir liéu co thé truyén dat hi¢u
qua nhitng phat hién nay." </prompt> Tai sao cach nay tot hon: Céu hoi nay cung cap cau
trac rd rang cho viéc phan tich, chi rd cac chi s6 chinh can tap trung vao va yéu ciu cac
dé xuét ciing nhu goi ¥ truc quan hoa dé dinh dang thém.

Pong nao

1. Hay sur dung Claude dé khoi goi y tuong bang cach yéu cau liét ké cac kha nang hodc
phuong an thay the. i ) .
o Hay néu rd nhiing chu dé ban mudn Claude dé cép trong qua trinh lén y tudng.

Cau hoi khong hop 1&: <prompt> "Hiy cho toi mot vai ¥ tuong xay dung tinh than dong doi."
</prompt>

Goi y hay: <goi y> "Ching ta can nghi ra cac hoat dong xay dung tinh than dong doi cho nhom
lam viéc tir xa gom 20 nguoi. Ban cé thé gitp t6i dong ndo bang cach:

1. Pé xuét 10 hoat dong xdy dung d6i nhém 4o thuc day su hop tac

2. Ddi voi mbi hoat dong, hay giai thich ngan gon céch thirc hoat dong d6 thic ddy tinh than
lam viéc nhom.

3. Haycho blet hoat dong nao phu hop nhat cho: a) Hoat dong lam quen b) Cai thi¢n k¥
nang giao tlep ¢) K¥ ning giai quyét van dé

4. Hiy dé xuat mot lya chon gia ré va mot lya chon cao cap.

Ly do phuong phap nay t6t hon: Huéng dan nay cung cap cac ‘thong s6 cu thé cho phién dong
ndo, bao goém s6 lugng y tuong, loai hoat dong va phan loai bd sung, dan dén két qua dau ra co
cau trac va hitu ich hon.

2. Hayyeéu céu»céy tra 101 & cac dinh dang cu thé nhu gach dau dong, danh sach danh s ‘
hodc bang d¢ dé doc hon. Vi du cau hoi khong tot: <prompt> "So sanh cac tuy chon phan
mém quan 1y du an." </prompt> Vi du cau hoi tot: <prompt> "Chung t6i dang xem xét ba



tiy chon phan mém quan 1y du an khac nhau: Asana, Trello va Microsoft Project. Ban c6
thé so sanh chung & dinh dang bang bang cach sir dung cac tiéu chi sau:

Céac tinh nang chinh

Dé sir dung

Kha ning mé rong

Béang gia (néu co thé, hay néu rd cac goi dich vu cu thé)

Kha nang tich hop

Phu hop nhét cho (vi du: nhom nhé, doanh nghiép, nganh nghé cu thé)

oakrwdE

Ly do n6 t6t hon: Cau hoi ndy yéu cau mot cau trac cy thé (bang) dé so sanh, cung cip
cac ti€u chi ro rang, gitip thong tin dé hiéu va de¢ ap dung.

Khaic phuc su co, giam thiéu ao giac va toi da hoa hi¢u suat.

1. Hay cho phép Claude thira nhan sy khong chic chin
o Hay néi v6i Claude rang néu thuc sy khong biét thi nén noi la "khong biét". Vi
du: "Néu ban khong chic chan vé diéu gi d6, khong sao ca néu ban thira nhan diéu
d6. Chi can néi 1a ban khong biét."
2. Chia nhé cic nhiém vu phirc tap
o Néumot nhiém vu ¢ vé qué 16n va Claude bo s6t cac budce hoac khong thuc hién
t6t mot s6 budc nhat dinh, hiy chia nho nhiém vu d6 thanh cac budc nho hon va
cung Claude thyuc hi¢n tirng budc mot, mdi 14n mot tin nhén.
3. Bao gdm tit ca thong tin ngir canh cho cic yéu cau méi.
o Claude khdng nh¢ thong tin tir cac cude tro chuyén trude do, vi vay hiy bao gom
tat ca ngit canh can thiét trong mdi cudc trd chuyén moi.

Vi du veé 1o nhac tot so voi 101 nhac xau

Day la nhimng vi du khac két hop nhiéu k¥ thuat nhic nhé dé 1am noi bat sy khac biét rd rét giita
cac 101 nhac nhé khong hiéu qua va céac 161 nhac nhd hi¢u qua cao.

Vi du 1: Phat trién chién lwoe tiép thi
Loi nhic khong hop 1&: <prompt> "Hiy gifip toi xay dung chién lugc marketing." </prompt>

Céu hoi hay: <prompt> "V6i tu cach 1a chuyén gia tu van marketing cap cao, t6i can sy gitip d&
ctia ban dé phat trién mot chién lugc marketing toan dién cho dong phu kién dién thoai thong
minh thén thién véi moi trudng moi cua chung t6i. Dbi tuong khach hang muc tiéu cua ching toi
1a nhirmg nguoi tré thudce the hé Millennials va Gen Z c6 y thirc vé méi trudng. Vui 1ong cung
cap mot chién lugc chi tiét bao gom:

1. Phaén tich thi truong:
o Xu huodng hién tai vé phu kién cong ngh¢ than thi¢n vdi1 moi truong
o 2-3 dbithu canh tranh chinh va chién luoc cua ho
o Quy md thi trudng tiém ning va dy bao ting trudng

2. Chan dung khéach hang muc tiéu:



o MO ta chi tiét vé khach hang 1y tuong ciia chung t6i
o Nhimg kho khin ho gip phai va cach san pham cta ching toi giai quyét chiing,
3. Hdn hop tiép thi:
San pham: Cc tinh ning chinh can néu bat
Gia c4: Dé xuat chién luoc dinh gid kém 1y do
Dia diém: Cac kénh phan phdi duoc dé xut
Quang ba: a) 5 kénh tiép thi can tap trung, kém theo wu diém va nhuoc diém cua
timg kénh b) 3 ¥ tuong chién dich sang tao cho chién dich ra mét
4. Chién lugc nodi dung:
o 5 chu dé noi dung s& thu hat khan gia cta ching ta
o Céc loai ndi dung dugc dé xudt (vi du: bai dang blog, video, infographic)
5. Céc chi s6 KPI va phuong phap do luong:
o 5 chi sd quan trong can theo ddi
o Céc cong cu duoc dé xuat dé do luong cac chi s nay

O O O O

Vui 10ng trinh bay théng tin nay theo ciu triic rd rang véi cac tiéu dé va gach dau dong. Khi can
thiét, hay gidi thich 1y do hodc cung cap céc vi du ngan gon.

Sau khi trinh bay chién Iugc, vui 10ng x4c dinh bat ky thach thirc hodc rii ro tiém tang ndo ma
chung ta can luu y, va dé xuat cac chién lugc giam thi€u rii ro cho tirng trudong hop.

Ly do phU:O'ng phap nay tét hon: Huéng dan nay ket hop nhiéu ky thuét khac nhau, bao gdm
phén cong vai tro, phan chia nhiém vu cu thé, yéu cau dau ra co cau trac, dong néo (cho cac y
tuong chién dich va chi dé noi dung) va yéu cau giai thich. N6 cung cap cac huéng din 16 rang
ddng thoi van tao khong gian cho su phan tich va sang tao ctia Claude.

Vi du 2: Phan tich bao cdo tai chinh
Ldi cu phap: <prompt> "Phan tich bao c4o tai chinh nay." </prompt>

Dé bai hay: <dé bai> "Tb6i da dinh kém béo cdo tai chinh quy 2 ctia cong ty chung t6i c6 tiéu dé
'Q2_2023_ Financial Report.pdf.. Hiy dong vai tro 1a mot Giam ddc tai chinh (CFO) giau kinh
nghiém va phan tich bao cdo ndy, sau d6 chuan bj mot ban tom tat cho hoi dong quan tri. Vui
10ng cau triic bai phén tich ciia ban nhu sau:

1. Tom tit (3-4 cau néu bat cac diém chinh)

2. Tong quan vé hiéu qua tai chinh: a) Doanh thu: So sanh vdi quy trude va ciing ky nam
ngoai b) Bién lgi nhuan: Tong va rong, kém theo gidi thich cho bat ky thay doi dang ké
nao ¢) Dong tién: Néu bat bat ky mdi lo ngai hodc dién bién tich cuc nao

3. Céc chi s6 hiéu suét chinh:

o Liétké 5 chi s6 KPI quan trong nhét va tinh trang hién tai ctia chiung (Str dung
dinh dang bang).

o Ddi véi mdi chi sb KPI, hdy cung cép 10i giai thich ngan gon vé y nghia ciia n va
bét ky xu huéng dang chu ¥ nao.

4. Phan tich phan khac:

o Phan tich hiéu qua hoat dong theo ba phan khtic kinh doanh chinh cua ching toi.



o Xac dinh cac phan khuc hoat dong tot nhat va kém nhét, cing véi nhiing 1y do
tiém tang cho hiéu suat ctia ching.
5. Xem xét bang can ddi ké toan:
o Néu bat bat ky thay ddi dang ké nao vé tai san, no phai tra hodc vn chu sé hitu.
o Tinh toan va phan tich céc ty 1€ tai chinh quan trong (vi du: ty 1€ thanh khoan hién
tai, ty 1& ng trén von chu s hiru).
6. Cac tuyén bd hudng toi tuong lai:
o Duya trén dir li€u nay, hay dua ra 3 du doan chinh cho quy 3.
o Hay dé xuét 2-3 budc di chién lwgc ma ching ta nén xem xét dé cai thién tinh
hinh tai chinh.
7. Danh gia rui ro:
o Dua trén bao céo nay, hiy xac dinh 3 rui ro tai chinh tiém an.
o D& xuit cac chién lugc giam thiéu rii ro cho timg loai rui ro.
8. So sanh véi cac ddi thu canh tranh:
o So sénh hi€u qua hoat dong cia chung t6i vdi 2-3 ddi thu canh tranh chinh (su
dung dir li¢u cong khai).
o Hay néu bat nhing linh vyuc chiing ta dang lam t6t va nhimg linh vyuc can cai
thién.

Vui long st dung biéu d6 hoic bang biéu khi thich hop dé truc quan héa dir liéu. Déi véi bat ky
gia dinh hoac dién gidi nao ban dua ra, vui long néu rd va cung cap 1y do.

Sau khi hoan thanh phan tich, vui long dua ra 5 cau hdi tiém nang ma céc thanh vién hoi dong
quan tri c6 thé dit ra vé€ bdo cao nay, cung vdi cac cau trad 101 goi y.

Cudbi cling, héy tom tat toan bo phan tich nay thanh mot doan van duy nhat ma toi c6 thé str dung
1am 101 m& dau trong cudc hop hoi dong quan tri." </prompt>

Ly do no tot hon: Bai tp nay két hop dong vai (vai Giam ddc tai chinh), két qua dau ra c6 cau
tric, yéu cau phan tich dir lidu cu thé phan tich du doan, danh gia rui ro, phan tich so sanh, va
tham chi dy doan ca cac cau hoi tiép theo. N6 cung cap mot khudn kho 16 rang ddng thoi khuyén
khich phén tich sau sic va tu duy chién lugc.



Claude prompting guide

General tips for effective prompting

1. Be clear and specific

o Clearly state your task or question at the beginning of your message.
e Provide context and details to help Claude understand your needs.
o Break complex tasks into smaller, manageable steps.

Bad prompt: <prompt> "Help me with a presentation.” </prompt>
Good prompt: <prompt> "I need help creating a 10-slide presentation for our quarterly sales
meeting. The presentation should cover our Q2 sales performance, top-selling products, and sales

targets for Q3. Please provide an outline with key points for each slide.” </prompt>

Why it's better: The good prompt provides specific details about the task, including the number
of slides, the purpose of the presentation, and the key topics to be covered.

2. Use examples

o Provide examples of the kind of output you're looking for.
« If you want a specific format or style, show Claude an example.

Bad prompt: <prompt> "Write a professional email.” </prompt>

Good prompt: <prompt> "I need to write a professional email to a client about a project delay.
Here's a similar email I've sent before:

'Dear [Client], I hope this email finds you well. | wanted to update you on the progress of
[Project Name]. Unfortunately, we've encountered an unexpected issue that will delay our
completion date by approximately two weeks. We're working diligently to resolve this and will
keep you updated on our progress. Please let me know if you have any questions or concerns.
Best regards, [Your Name]'

Help me draft a new email following a similar tone and structure, but for our current situation
where we're delayed by a month due to supply chain issues.” </prompt>

Why it's better: The good prompt provides a concrete example of the desired style and tone,
giving Claude a clear reference point for the new email.

3. Encourage thinking

e For complex tasks, ask Claude to "think step-by-step™ or "explain your reasoning."
e This can lead to more accurate and detailed responses.



Bad prompt: <prompt> "How can | improve team productivity?" </prompt>

Good prompt: <prompt> "I'm looking to improve my team's productivity. Think through this
step-by-step, considering the following factors:

Current productivity blockers (e.g., too many meetings, unclear priorities)
Potential solutions (e.g., time management techniques, project management tools)
Implementation challenges

Methods to measure improvement

NG

For each step, please provide a brief explanation of your reasoning. Then summarize your ideas
at the end.” </prompt>

Why it's better: The good prompt asks Claude to think through the problem systematically,
providing a guided structure for the response and asking for explanations of the reasoning
process. It also prompts Claude to create a summary at the end for easier reading.

4. Iterative refinement

o If Claude's first response isn't quite right, ask for clarifications or modifications.
e You can always say "That's close, but can you adjust X to be more like Y?"

Bad prompt: <prompt> "Make it better." </prompt>

Good prompt: <prompt> "That's a good start, but please refine it further. Make the following
adjustments:

4. Make the tone more casual and friendly

5. Add a specific example of how our product has helped a customer

6. Shorten the second paragraph to focus more on the benefits rather than the features™
</prompt>

Why it's better: The good prompt provides specific feedback and clear instructions for
improvements, allowing Claude to make targeted adjustments instead of just relying on Claude's
innate sense of what "better" might be — which is likely different from the user's definition!

5. Leverage Claude's knowledge

o Claude has broad knowledge across many fields. Don't hesitate to ask for explanations or
background information

« Besure to include relevant context and details so that Claude's response is maximally
targeted to be helpful

Bad prompt: <prompt> "What is marketing? How do I do it?" </prompt>

Good prompt: <prompt> "I'm developing a marketing strategy for a new eco-friendly cleaning
product line. Can you provide an overview of current trends in green marketing? Please include:



Key messaging strategies that resonate with environmentally conscious consumers
Effective channels for reaching this audience

Examples of successful green marketing campaigns from the past year

Potential pitfalls to avoid (e.g., greenwashing accusations)

NG

This information will help me shape our marketing approach.” </prompt>

Why it's better: The good prompt asks for specific, contextually relevant information that
leverages Claude's broad knowledge base. It provides context for how the information will be
used, which helps Claude frame its answer in the most relevant way.

6. Use role-playing
e Ask Claude to adopt a specific role or perspective when responding.
Bad prompt: <prompt> "Help me prepare for a negotiation.”" </prompt>

Good prompt: <prompt> "You are a fabric supplier for my backpack manufacturing company.
I'm preparing for a negotiation with this supplier to reduce prices by 10%. As the supplier, please
provide:

4. Three potential objections to our request for a price reduction
5. For each objection, suggest a counterargument from my perspective
6. Two alternative proposals the supplier might offer instead of a straight price cut

Then, switch roles and provide advice on how I, as the buyer, can best approach this negotiation
to achieve our goal.” </prompt>

Why it's better: This prompt uses role-playing to explore multiple perspectives of the
negotiation, providing a more comprehensive preparation. Role-playing also encourages Claude
to more readily adopt the nuances of specific perspectives, increasing the intelligence and
performance of Claude's response.

Task-specific tips and examples

Content Creation

4. Specify your audience
o Tell Claude who the content is for.

Bad prompt: <prompt> "Write something about cybersecurity." </prompt> Good prompt:
<prompt> "I need to write a blog post about cybersecurity best practices for small
business owners. The audience is not very tech-savvy, so the content should be:

2. Easy to understand, avoiding technical jargon where possible
3. Practical, with actionable tips they can implement quickly



4. Engaging and slightly humorous to keep their interest

Please provide an outline for a 1000-word blog post that covers the top 5 cybersecurity
practices these business owners should adopt.” </prompt> Why it's better: The good
prompt specifies the audience, desired tone, and key characteristics of the content, giving
Claude clear guidelines for creating appropriate and effective output.

5. Define the tone and style
o Describe the desired tone.
o If you have a style guide, mention key points from it.

Bad prompt: <prompt> "Write a product description.” </prompt> Good prompt:
<prompt> "Please help me write a product description for our new ergonomic office
chair. Use a professional but engaging tone. Our brand voice is friendly, innovative, and
health-conscious. The description should:

2. Highlight the chair's key ergonomic features

3. Explain how these features benefit the user's health and productivity
4. Include a brief mention of the sustainable materials used

5. End with a call-to-action encouraging readers to try the chair

Aim for about 200 words." </prompt> Why it's better: This prompt provides clear
guidance on the tone, style, and specific elements to include in the product description.

6. Define output structure
o Provide a basic outline or list of points you want covered.

Bad prompt: <prompt> "Create a presentation on our company results." </prompt> Good
prompt: <prompt> "l need to create a presentation on our Q2 results. Structure this with
the following sections:

Overview

Sales Performance
Customer Acquisition
Challenges

Q3 Outlook

agkrownE

For each section, suggest 3-4 key points to cover, based on typical business presentations.
Also, recommend one type of data visualization (e.g., graph, chart) that would be
effective for each section.” </prompt> Why it's better: This prompt provides a clear
structure and asks for specific elements (key points and data visualizations) for each
section.

Document summary and Q&A

4. Be specific about what you want
o Ask for a summary of specific aspects or sections of the document.



o Frame your questions clearly and directly.
o Be sure to specify what kind of summary (output structure, content type) you
want
5. Use the document names
o Refer to attached documents by name.
6. Ask for citations
o Request that Claude cites specific parts of the document in its answers.

Here is an example that combines all three of the above techniques:
Bad prompt: <prompt> "Summarize this report for me." </prompt>

Good prompt: <prompt> "I've attached a 50-page market research report called 'Tech Industry
Trends 2023'. Can you provide a 2-paragraph summary focusing on Al and machine learning
trends? Then, please answer these questions:

4. What are the top 3 Al applications in business for this year?
5. How is machine learning impacting job roles in the tech industry?
6. What potential risks or challenges does the report mention regarding Al adoption?

Please cite specific sections or page numbers when answering these questions.” </prompt>

Why it's better: This prompt specifies the exact focus of the summary, provides specific
questions, and asks for citations, ensuring a more targeted and useful response. It also indicates
the ideal summary output structure, such as limiting the response to 2 paragraphs.

Data analysis and visualization

2. Specify the desired format
o Clearly describe the format you want the data in.

Bad prompt: <prompt> "Analyze our sales data." </prompt> Good prompt: <prompt>
"I've attached a spreadsheet called 'Sales Data 2023'. Can you analyze this data and
present the key findings in the following format:

2. Executive Summary (2-3 sentences)
3. Key Metrics:
= Total sales for each quarter
= Top-performing product category
= Highest growth region
4. Trends:
= List 3 notable trends, each with a brief explanation
5. Recommendations:
= Provide 3 data-driven recommendations, each with a brief rationale

After the analysis, suggest three types of data visualizations that would effectively
communicate these findings." </prompt> Why it's better: This prompt provides a clear



structure for the analysis, specifies key metrics to focus on, and asks for
recommendations and visualization suggestions for further formatting.

Brainstorming

2. Use Claude to generate ideas by asking for a list of possibilities or alternatives.
o Be specific about what topics you want Claude to cover in its brainstorming

Bad prompt: <prompt> "Give me some team-building ideas.” </prompt>

Good prompt: <prompt> "We need to come up with team-building activities for our remote team
of 20 people. Can you help me brainstorm by:

5. Suggesting 10 virtual team-building activities that promote collaboration

6. For each activity, briefly explain how it fosters teamwork

7. Indicate which activities are best for: a) Ice-breakers b) Improving communication c)
Problem-solving skills

8. Suggest one low-cost option and one premium option."” </prompt>

Why it's better: This prompt provides specific parameters for the brainstorming session,
including the number of ideas, type of activities, and additional categorization, resulting in a
more structured and useful output.

3. Request responses in specific formats like bullet points, numbered lists, or tables for
easier reading. Bad Prompt: <prompt> "Compare project management software options.
</prompt> Good Prompt: <prompt> "We're considering three different project
management software options: Asana, Trello, and Microsoft Project. Can you compare
these in a table format using the following criteria:

Key Features

Ease of Use

Scalability

Pricing (include specific plans if possible)

Integration capabilities

Best suited for (e.g., small teams, enterprise, specific industries)" </prompt>

ogakrwdE

Why it's better: This prompt requests a specific structure (table) for the comparison,
provides clear criteria, making the information easy to understand and apply.

Troubleshooting, minimizing hallucinations, and
maximizing performance

4. Allow Claude to acknowledge uncertainty
o Tell Claude that it should say it doesn't know if it doesn't know. Ex. "If you're
unsure about something, it's okay to admit it. Just say you don't know."
5. Break down complex tasks



o Ifatask seems too large and Claude is missing steps or not performing certain
steps well, break it into smaller steps and work through them with Claude one
message at a time.

6. Include all contextual information for new requests

o Claude doesn't retain information from previous conversations, so include all

necessary context in each new conversation.

Example good vs. bad prompt examples

These are more examples that combine multiple prompting techniques to showcase the stark
difference between ineffective and highly effective prompts.

Example 1: Marketing strategy development
Bad prompt: <prompt> "Help me create a marketing strategy." </prompt>

Good prompt: <prompt> "As a senior marketing consultant, | need your help developing a
comprehensive marketing strategy for our new eco-friendly smartphone accessory line. Our
target audience is environmentally conscious millennials and Gen Z consumers. Please provide a
detailed strategy that includes:

6. Market Analysis:
o Current trends in eco-friendly tech accessories
o 2-3 key competitors and their strategies
o Potential market size and growth projections
7. Target Audience Persona:
o Detailed description of our ideal customer
o Their pain points and how our products solve them
8. Marketing Mix:
o Product: Key features to highlight
o Price: Suggested pricing strategy with rationale
o Place: Recommended distribution channels
o Promotion: a) 5 marketing channels to focus on, with pros and cons for each b) 3
creative campaign ideas for launch
9. Content Strategy:
o 5 content themes that would resonate with our audience
o Suggested content types (e.g., blog posts, videos, infographics)
10. KPIs and Measurement:
o 5 key metrics to track
o Suggested tools for measuring these metrics

Please present this information in a structured format with headings and bullet points. Where
relevant, explain your reasoning or provide brief examples.

After outlining the strategy, please identify any potential challenges or risks we should be aware
of, and suggest mitigation strategies for each." </prompt>



Why it's better: This prompt combines multiple techniques including role assignment, specific
task breakdown, structured output request, brainstorming (for campaign ideas and content
themes), and asking for explanations. It provides clear guidelines while allowing room for
Claude's analysis and creativity.

Example 2: Financial report analysis
Bad prompt: <prompt> "Analyze this financial report." </prompt>

Good prompt: <prompt> "I've attached our company's Q2 financial report titled
'Q2_2023 Financial_Report.pdf'. Act as a seasoned CFO and analyze this report and prepare a
briefing for our board of directors. Please structure your analysis as follows:

9. Executive Summary (3-4 sentences highlighting key points)

10. Financial Performance Overview: a) Revenue: Compare to previous quarter and same
quarter last year b) Profit margins: Gross and Net, with explanations for any significant
changes c) Cash flow: Highlight any concerns or positive developments

11. Key Performance Indicators:

o List our top 5 KPIs and their current status (Use a table format)
o For each KPI, provide a brief explanation of its significance and any notable
trends

12. Segment Analysis:

o Break down performance by our three main business segments
o ldentify the best and worst performing segments, with potential reasons for their
performance

13. Balance Sheet Review:

o Highlight any significant changes in assets, liabilities, or equity

o Calculate and interpret key ratios (e.g., current ratio, debt-to-equity)
14. Forward-Looking Statements:

o Based on this data, provide 3 key predictions for Q3

o Suggest 2-3 strategic moves we should consider to improve our financial position
15. Risk Assessment:

o ldentify 3 potential financial risks based on this report

o Propose mitigation strategies for each risk

16. Peer Comparison:

o Compare our performance to 2-3 key competitors (use publicly available data)
o Highlight areas where we're outperforming and areas for improvement

Please use charts or tables where appropriate to visualize data. For any assumptions or
interpretations you make, please clearly state them and provide your reasoning.

After completing the analysis, please generate 5 potential questions that board members might
ask about this report, along with suggested responses.

Finally, summarize this entire analysis into a single paragraph that | can use as an opening
statement in the board meeting."” </prompt>



Why it's better: This prompt combines role-playing (as CFO), structured output, specific data
analysis requests, predictive analysis, risk assessment, comparative analysis, and even anticipates
follow-up questions. It provides a clear framework while encouraging deep analysis and strategic
thinking.

Source: Anthropic
Compiled by: Ninhle



