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The Ultimate GenAl Prompt
Library for Procurement

A comprehensive GenAl prompt library for procurement
to help you make better decisions, enhance efficiency,

and improve supplier and stakeholder relationships.
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INntroduction

Looking to level up your procurement game with the power of Generative Al
(GenAl)?

Let’s face it: with Al transforming industries, it’s crucial for procurement
professionals like you to get on the Al curve.

Not only will this tool help streamline your processes, but it can also
supercharge your career.

In this guide, you'll find an entire library of GenAl prompts tailored for each
stage of the procurement cycle. These prompts aim to make your work more
efficient, help you make better decisions, and ultimately enhance your
relationships with suppliers and stakeholders.

But before we dive in, let's talk about a few important things.
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Which Platform is Best?

Choosing the right Generative Al platform is an important step in your
procurement journey. The platform you select can significantly influence
your experience and the quality of insights you receive.

Ultimately, the choice is yours (unless your organization has nominated a
preferred or integrated platform.)

Here are some popular models to consider:

OpenAl (ChatGPT): A widely used model that excels in natural language
understanding and generation, suitable for a variety of tasks.

Google Al (BERT, LaMDA): Offers powerful language models that can analyze
and generate text, ideal for applications requiring deep contextual
understanding.

Microsoft Azure Al: Provides various Al services, including text analysis and
machine learning capabilities, integrated with other Microsoft products.

IBM Watson: Known for its robust data analysis and natural language
processing features, tailored for enterprise applications.

Hugging Face Transformers: An open-source library that allows you to utilize
a range of pre-trained models for text generation and understanding.

Anthropic Claude: A newer player focusing on safety and alignment in All,
suitable for organizations prioritizing ethical considerations.

When selecting a platform, consider factors such as ease of use, integration
capabilities, cost, and the specific functionalities you need for procurement
tasks.
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Checking for Up-to-Date Information
When using Generative Al, it's essential to ensure that the model you are
working with has access to the most current information.

Al models can sometimes be trained on older datasets, which may not reflect
the latest industry developments or market dynamics.

Here are a few tips to confirm the relevance of the information you're
receiving:

Verify the Model's Training Cutoff: Check the documentation of the Al
model to understand its training data cutoff date. This will give you an idea of
how recent the information might be.

Cross-Reference with Current Sources: Always compare the Al-generated
insights with the latest industry reports, news articles, or databases to
validate the information.

Stay Informed about Updates: Some Al platforms regularly update their
models to include new data. Stay connected with the provider to know when
updates occur.

Utilize Real-Time Data Tools: If possible, supplement Al insights with
real-time data analytics tools that provide up-to-date information, especially
for fast-changing industries.
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How to Get the Best Out of Generative Al
To maximize the benefits of GenAl in your procurement processes, consider
the following strategies:

Craft Clear and Specific Prompts: Be as detailed as possible in your requests.
Instead of asking a vague question, specify exactly what you need. For
example, instead of saying, "Tell me about suppliers," you could ask, "List
potential suppliers for sustainable packaging materials in the food industry."

Use Contextual Information: Providing context can greatly improve the
quality of the response. Include relevant details such as industry, region, and
specific needs. This helps the Al generate more tailored outputs.

Iterate and Refine: Don't hesitate to refine your prompts based on the initial
responses. If the output isn't quite what you expected, adjust your prompt
and try again. Experimenting with different phrasing can yield better results.

Apply Critical Thinking: Always review and validate the information
generated by GenAl. Use your expertise to assess the relevance and accuracy
of the output. Al can sometimes produce plausible-sounding but incorrect
information - known as “hallucinations.” Cross-reference with reliable sources
and apply your judgment to ensure the quality of the data.

Leverage Follow-Up Questions: Use follow-up questions to delve deeper into
a topic. If you receive a general answer, ask for specifics or examples to enrich
the information provided.

Stay Updated on Al Capabilities: Keep abreast of the latest developments in
Al technology. Understanding the strengths and limitations of GenAl will
help you set realistic expectations and utilize it effectively.
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The Perils of GenAl Hallucinations
As exciting as GenAl is, it's not without its quirks. Sometimes, it can produce
information that sounds plausible but is completely off-base.

This is known as a “hallucination.” To minimize this risk, always verify the
output against reliable sources and use critical thinking.

Here are a few tips:

Double-Check Facts: Always cross-reference any data or claims made by
GenAl.

Use Specific Prompts: The more specific your prompt, the better the results.
Vague prompts can lead to generic or inaccurate outputs.

Keep the human-in-the-loop: GenAl models are trained on vast datasets, but
they don't always have the latest information. Keep an eye on industry trends
yourself.
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Why You Need to Be on the Al Curve

Choosing to ignore GenAl in procurement is a missed opportunity.
Companies that embrace Al can make faster, data-driven decisions, which
leads to better supplier relationships and cost savings.

If you resist, you risk falling behind your peers and missing out on career
advancement.

Here's why getting on the Al curve is essential:
Efficiency Gains: Automate repetitive tasks to focus on strategic initiatives.

Enhanced Insights: Use Al to analyze data and uncover trends that can
inform your procurement strategy.

Career Advancement: Being tech-savvy makes you more valuable to your
organization and opens doors for new opportunities.

By leveraging the prompts in this guide, you'll be better equipped to
navigate each stage of the procurement cycle effectively.

OK, that's enough of a preamble. Let's jump into our prompt library starting
with sourcing.
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Key Procurement Activities

Sourcing

Goal: Identify potential suppliers who can provide the required goods or services.

GenAl Prompts:

- “List potential suppliers for [specific product/service] based on industry trends and market
analysis."

- "What are the top 5 criteria for selecting suppliers in the [specific industry]?"

- "Generate a report on emerging suppliers in the [specific sector] that meet sustainability
criteria."

Tips & Tricks:

- Use Industry Reports: Incorporate findings from recent industry reports to refine your
supplier list.

- Network: Don't just rely on GenAl; attend industry events to discover suppliers firsthand.

- Leverage Social Media: Check platforms like LinkedIn for supplier recommendations and
insights.

Supplier Selection

Goal: Evaluate and choose the best suppliers based on price, quality, reliability, and reputation.

GenAl Prompts:

- "Create a scoring matrix to evaluate suppliers based on price, quality, and delivery time for
[specific item]."

- "Analyze supplier reviews and ratings from [specific sources] to identify the best candidates."

- "Suggest negotiation strategies for suppliers who fall short in key evaluation areas."

Tips & Tricks:

- Involve Stakeholders: Get input from other departments to ensure all perspectives are
considered.

- Benchmarking: Compare suppliers against industry standards for a more informed selection.

- Trial Orders: Consider placing small trial orders to evaluate suppliers before committing to
larger contracts.
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Contract Negotiation

Goal: Develop and agree on the terms and conditions of purchase with chosen suppliers.

GenAl Prompts:

- "Draft a contract template for [specific type of procurement] that includes key terms and
conditions."

- "What are commmon pitfalls in contract negotiations for [specific industry]?"
- "Generate a list of negotiation tactics to secure better pricing from suppliers."

- “Role-play the part of a supplier in a contract negotiation.”

Tips & Tricks:
- Prepare Thoroughly: Go into negotiations armed with data and clear objectives.
- Build Relationships: Strong relationships can lead to better negotiation outcomes.

- Be Flexible: Sometimes, non-monetary terms can be just as valuable—like improved
delivery times or quality guarantees.

Purchasing

Goal: Place orders, receive goods or services, and manage the payment process.

GenAl Prompts:
- "Outline a standard operating procedure for processing purchase orders for [specific goods]."

- "What are the best practices for managing the purchasing process in a remote work
environment?"

- "Create a checklist for ensuring all procurement documents are in order before payment."

Tips & Tricks:
- Utilize Technology: Implement procurement software to automate and track orders.

- Communicate Clearly: Ensure all stakeholders are informed about the purchasing process.

- Document Everything: Keep thorough records to avoid disputes and ensure compliance.

10
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Supplier Relationship Management

Goal: Build and maintain strong relationships with suppliers to ensure smooth operations.

GenAl Prompts:
- "Develop a quarterly supplier performance review template."
- "What strategies can be implemented to enhance supplier engagement?"

- "Generate a communication plan for maintaining supplier relationships during crises."

Tips & Tricks:

- Regular Check-Ins: Establish a routine for checking in with suppliers to address any concerns.

- Feedback Loops: Create a system for gathering feedback from suppliers about the
relationship.

- Celebrate Wins: Acknowledge milestones and successes to strengthen your partnership.

Inventory Management

Goal: Manage the storage and movement of goods within the organization.

GenAl Prompts:

- "What are the key metrics for measuring inventory turnover in [specific industry]?"
- "Create a forecasting model for inventory needs based on historical data."

- "Suggest solutions for common inventory management challenges."

Tips & Tricks:
- Use Just-in-Time (JIT): Implement JIT inventory practices to reduce storage costs.
- Track Trends: Monitor seasonal trends to adjust inventory levels accordingly.

- Collaborate with Suppliers: Work closely with suppliers to improve inventory management.

1
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Risk Management

Goal: Identify and mitigate potential risks associated with the procurement process.

GenAl Prompts:

- "ldentify potential risks in the supply chain for [specific product] and propose mitigation
strategies.

- "Generate a risk assessment framework tailored for procurement activities."

- "What are emerging risks in procurement related to global supply chain disruptions?"

Tips & Tricks:
- Regular Audits: Conduct audits to identify vulnerabilities in your procurement process.
- Diversify Suppliers: Avoid over-reliance on a single supplier to minimize risk.

- Stay Informed: Keep abreast of global events that could impact your supply chain.

Performance Monitoring

Goal: Evaluate the performance of suppliers and the overall procurement process.

GenAl Prompts:
- "Create a dashboard to track supplier performmance metrics over time."
- "What are the best practices for conducting supplier audits?"

- "Generate a feedback mechanism for assessing supplier performance from internal
stakeholders."

Tips & Tricks:
- Set Clear KPIs: Define key performance indicators that align with your procurement goals.

- Continuous Improvement: Use performance data to identify areas for ongoing
improvement.

- Engage Stakeholders: Involve internal stakeholders in performance reviews for a
well-rounded assessment.

12
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Compliance

Goal: Ensure all procurement activities adhere to relevant laws, regulations, and company
policies.

GenAl Prompts:
- "Outline the compliance requirements for procurement in [specific country/region]."
- "What are the common compliance challenges faced by procurement departments?"

- "Generate a compliance checklist for procurement activities."

Tips & Tricks:

- Stay Educated: Regularly update yourself and your team on compliance regulations.
- Implement Training: Provide ongoing training for your team on compliance matters.

- Use Checklists: Create checklists to ensure all compliance steps are followed during
procurement.

Contract Data Extraction

Goal: Utilize Al document processing and OCR technology to extract critical information from
contracts efficiently.

GenAl Prompts:

- "Generate a list of key contract clauses to extract using Al document processing."
- "What are the best practices for implementing OCR technology in contract management?"

- "Create a workflow for reviewing and validating extracted data from contracts."

Tips & Tricks:

- Utilize High-Quality OCR Tools: Invest in reliable OCR software that can accurately read and
convert contract documents into editable formats.

- Define Key Fields: Clearly identify which data points (e.g., clauses, dates, amounts) are
essential for your procurement processes.

- Regularly Train the Al Model: Continuously update and train your Al model on new contract
templates to improve accuracy.

- Implement a Review Process: Establish a system for manual review of extracted data to

catch any inaccuracies and ensure compliance.
13



GUIDE | THE ULTIMATE GENERATIVE Al PROMPT LIBRARY FOR PROCUREMENT

Category Strategy

Goal: Develop a comprehensive category strategy to align procurement efforts with business
objectives.

GenAl Prompts:
- "Write the first draft of a category strategy in [specific area]."
- "Help me analyze historical spend for the [category name] category.”

- "Can you help me map out stakeholder priorities for [category]?"

Tips & Tricks:

- Use Specific Information: The more information you can provide, the better the tool can
assist you. Give it your business objectives, goals, product/service portfolio, market analysis,
customer analysis, pricing strategy, financial analysis, and more.

- Refine & Expand: Remember, this is an initial draft only and is likely to be broad. Use it as a
foundation that you can refine and expand based on further insights and stakeholder
feedback.
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Additional Focus Areas

Market Intelligence

Goal: Gather and analyze market data to inform procurement strategies.

GenAl Prompts:

- "Generate a market analysis report on [specific industry] trends."
- "What are the top challenges facing suppliers in [specific market]?"

- "ldentify emerging technologies that could impact procurement in the next five years."

Tips & Tricks:
- Monitor Competitors: Keep an eye on competitors' procurement strategies to stay ahead.
- Utilize Surveys: Conduct surveys to gather insights from suppliers and industry experts.

- Subscribe to Industry News: Follow reputable sources for the latest market developments.

Upskilling the Procurement Team

Goal: Equip your team with the necessary skills to leverage GenAl effectively.

GenAl Prompts:
- "Create a training program outline for enhancing GenAl skills in procurement."
- "What are the essential skills procurement professionals should develop in the Al era?"

- "Generate a list of recommended online courses for procurement professionals."

Tips & Tricks:

- Encourage Continuous Learning: Foster a culture of learning and development within your
team.

- Host Workshops: Organize workshops to practice new skills in a collaborative setting.

- Mentorship Programs: Pair experienced team members with those looking to upskill.
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Searching for Savings Opportunities

Goal: Identify areas to cut costs without compromising quality.

GenAl Prompts:

- "Analyze historical spending data to identify potential savings opportunities."
- "What are the best practices for conducting a spend analysis?"

- "Generate a checklist for evaluating supplier contracts for cost-saving potential."

Tips & Tricks:

- Benchmark Pricing: Compare prices with industry standards to identify savings.
- Negotiate Contracts: Regularly review and negotiate contract terms for better pricing.

- Encourage Team Input: Involve team members in identifying savings opportunities.

Supplier Diversity

Goal: Promote diversity in supplier selection to foster innovation and community support.

GenAl Prompts:

- "What strategies can be implemented to increase supplier diversity?"
- "Generate a list of diverse suppliers in [specific industry]."

- "What are the benefits of promoting supplier diversity in procurement?"

Tips & Tricks:
- Set Diversity Goals: Establish clear goals for supplier diversity and track progress.

- Engage with Diverse Networks: Build relationships with organizations that promote diverse
suppliers.

- Educate Your Team: Train your team on the importance of supplier diversity.

16
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Sustainability

Goal: Integrate sustainability into procurement practices.

GenAl Prompts:

- "What are the key sustainability metrics to consider when selecting suppliers?"
- "Generate a report on sustainable sourcing trends in [specific industry]."

- "What best practices can be adopted for sustainable procurement?"

Tips & Tricks:
- Conduct Sustainability Audits: Regularly assess suppliers for their sustainability practices.

- Promote Eco-Friendly Products: Prioritize suppliers offering environmentally friendly
options.

- Collaborate with NGOs: Partner with organizations focused on sustainability initiatives

Technology Integration

Goal: Leverage technology to enhance procurement processes.

GenAl Prompts:
- "What are the latest technologies transforming procurement?"
- "Generate a road map for integrating Al tools into procurement operations."

- "What are the challenges of implementing new technology in procurement?"

Tips & Tricks:
- Invest in Training: Ensure your team is well-trained on new technologies.

- Evaluate Tech Solutions: Regularly review available technologies to find the best fit for your
needs.

- Encourage Feedback: Gather team feedback on technology to improve user experience.

17
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Change Management

Goal: Effectively manage the transition to Al-driven procurement.

GenAl Prompts:
- "Create a change management strategy for adopting GenAl in procurement."
- "What are the common challenges in change management for procurement teams?"

- "Generate a communication plan for stakeholders during the transition."

Tips & Tricks:

- Communicate Early & Often: Keep all stakeholders informed about changes and
expectations.

- Be Transparent: Address concerns openly to build trust during the transition.

- Celebrate Milestones: Acknowledge achievements during the change process to maintain
morale.

Benchmarking Best Practices

Goal: Compare procurement practices against industry standards.

GenAl Prompts:

- "What are the key performance indicators to benchmark procurement success?"

- "Generate a report comparing procurement practices in [specific industry] to industry
leaders."

- "What are the best practices from top-performing procurement organizations?"

Tips & Tricks:
- Engage with Industry Groups: Join industry organizations for access to benchmarking data.
- Conduct Peer Reviews Share practices with peer organizations for mutual improvement.

- Utilize Surveys: Survey your team to assess awareness of best practices.

18
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Negotiation Strategy
Goal: Develop effective negotiation tactics to secure favorable terms and conditions with
suppliers.

GenAl Prompts:

- "Generate a list of effective negotiation tactics for procurement professionals."
- "What are the key factors to consider when negotiating prices with suppliers?"

- "Create a negotiation checklist to prepare for supplier meetings."

Tips & Tricks:

- Know Your Limits: Set clear boundaries for what you can and cannot agree to before entering
negotiations.
- Build Rapport: Establish a positive relationship with suppliers to create a more collaborative

negotiation environment.

- Use Data: Leverage market data and supplier performance metrics to strengthen your
negotiating position.
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Turn Al Insights Into Action

GenAl is a powerful information-gathering tool, but remember, there's no
point collecting vast amounts of data and insights unless you have a way to
turn them into action and subsequent value for your organization.

Partnering with a GPO like Una may allow you to take your Al insights to
the next level:

- Not able to find a supplier that meets your needs or have the ability to
further negotiate a contract? Accessing an entire pre-negotiated contract
portfolio through the GPO platform opens the door to additional supplier
partners.

‘Wanting to outsource certain categories or get a firmer grip on your
indirect spend? GPOs are especially helpful when it comes to managing
indirect and tail spend categories, allowing you to find savings and value
that otherwise would have been left on the table.

- Need additional resources when it comes to risk management,
compliance, market intelligence, and more? A GPO works as an extension
of your procurement team, available to assist in areas where you feel
stretched too thin or lack proper resources to perform certain tasks.

Like Al, working with a GPO is just another tool in your toolbox designed to
help you formulate the best procurement strategy that delivers ongoing
savings and value.

Keep in mind, however, that no matter how many Al

tools were used to conduct research and improve
strategies, procurement still requires a human touch.




Ready to Transform Al
Insights Into Value?

Visit www.una.com to learn more.
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