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Unleash the Power 
of AI for Not-for-

Profits

Workshop Deliverables: 

 

 Summary infographic (key 
concepts + use cases) 

 Audio podcast version (for 
accessibility) 

 Starter prompt sheet 
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Coupon Code: “survivalguide”

Coupon Code  CC15

www.SofieAndreou.com  

May 21st   

Plus Optional Live weekly coaching
to create your own AI Solution! Thurs 5 to 6pm
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AI in Plain Language

What AI actually 
does & how to get 

found on AI. 

Where AI fits in 
daily work. 

Human-in-the-
loop importance 

(governance + 
trust).
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AI As Your New Employee
The Roles AI Can Play in Your Business

Grant Finder & Winner Performer of Routine Tasks

FAQ Support Team

Productivity Booster

Marketing Assistant

Communications Coach

✓ Think of AI 
as your 
assistant. 

✓ You must 
train them. 

www.SofieAndreou.com 

http://www.sofieandreou.com/


AI as Your New Employee or Volunteer – Clear Prompts
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AI as Your New Employee or Volunteer – Clear Prompts
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How to Use Prompts
To get the best results, always treat AI as a junior 
assistant. You provide the context (the "seed"), and the 
AI provides the "draft." The quality of the output 
depends heavily on the quality of your input.

The Golden Formula: Context + Task + Constraints + 
Format.
For every prompt below, replace everything in 
[brackets and bold text] with your specific 
information.

http://www.sofieandreou.com/


Act as a strategic advisor for a non-profit organization.
Help me clearly define our organization’s positioning, 
audiences, and communications plan.
Organization: [name]
Mission: [what we do]
Programs/Services: [brief description]
Community/Region: [location]

Please provide the following:
1. Value Proposition  
What makes our organization unique and why it matters in 
our community.
2. Audience Segments  
Identify and describe these key groups:
• People who need our services  
• Potential donors/sponsors/funders  
• Volunteers  
• Potential board members  
3. For EACH audience segment, outline:
• Their main needs or motivations  
• Their pain points or challenges  
• How our organization helps solve those  
• Why they would engage with us  

4. Messaging for Each Audience  
Provide simple, clear messaging tailored to each group that we 
can use in:
• website content  
• newsletters  
• social media  

5. Content Ideas  
Suggest 5 content ideas (blog or social posts) for each audience 
group.

6. 30-Day Communications Calendar  
Create a simple 4-week plan that includes:
• weekly themes  
• types of posts (story, impact, invitation, education)  
• which audience each post targets  

Keep everything practical, clear, and realistic for a small non-
profit team.



Act as a strategic advisor for a non-profit organization.
Based on the following information, identify and analyze 
organizations that may be considered similar or alternatives to us.
Organization: [name]
Mission: [what we do]
Programs/Services: [brief description]
Community/Region: [location]

Please complete the following:
1. Identify 3–4 organizations that could be considered:
• Direct competitors (similar services)
• Indirect competitors (similar audience or funding sources)

2. For each organization:
• Briefly describe what they do
• Who they serve

3. Analyze their:
• Website messaging and clarity  
• Social media presence and engagement  
• Visibility in AI/search (how easily they are found or described)

4. Provide a table with the following 
columns:
• Organization Name  
• Strengths (what they do well)  
• Weaknesses (gaps, missed opportunities)  
• What We Can Do Better (specific, practical 
ideas)

5. Based on this analysis, provide:
• 3 ways our organization can better 
differentiate itself  
• 3 messaging improvements we should 
make  
• 3 content or outreach ideas to strengthen 
our visibility and engagement  

Keep the analysis practical, realistic, and 
relevant for a small to mid-sized non-profit 
organization.
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1. Donor / Supporter Thank-You
Write a warm and sincere thank-you message to a supporter.
Organization: [name]
Contribution: [donation/volunteer/sponsorship]
Program: [program name]
Impact: [what their support helped achieve]
Tone: appreciative and community-focused

2. Turn Program Notes into a Report Update
Turn the following program notes into a short, professional update for a funder or 
board report.
Focus on outcomes, impact, and clarity.
Keep it concise and easy to read.
Notes: [paste notes]

3. Grant Writing Starter
Help me draft a strong response for a grant application.
Organization: [name]
Program: [program]
Community need: [problem being addressed]
Impact: [expected outcomes]
Make the writing clear, compelling, and aligned with funder expectations.

4. Create a Monthly Impact Summary
Turn the following data into a one-page monthly impact 
summary for stakeholders.
Highlight key achievements, outcomes, and community 
impact.
Data: [paste stats or notes]

5. Board Report Summary
Turn these updates into a clear and concise board report 
summary.
Include key achievements, challenges, and next steps.
Notes: [paste updates]

10 AI Prompts for Non-Profits
Simple, practical prompts to save time and strengthen your work

http://www.sofieandreou.com/
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6. Event Promotion Content
Create promotional content for our upcoming event.
Event: [name]
Purpose: [fundraising / awareness / community]
Audience: [who you want to attend]
Provide:
• 1 email invitation
• 2 social media posts
• 1 short event description

7. Re-Engage Past Supporters
Write a friendly message reconnecting with past supporters who haven’t engaged 
recently.
Include a short update about our impact and an invitation to reconnect.
Tone: warm, appreciative, and not pushy.

8. Staff / Volunteer Communication
Draft a clear and positive internal message to staff/volunteers.
Topic: [update/change/event]
Tone: supportive, clear, and motivating
Keep it easy to understand and action-oriented.

9. Create a Simple Engagement Plan
Create a simple 3-month engagement plan for our 
organization.
Include ideas for:
• donor/supporter updates
• community engagement
• events or outreach
Keep it realistic for a small team.

10. Turn One Update into Multiple Communications
Take the following update and turn it into:
• a newsletter paragraph
• a social media post
• a short donor update
Keep messaging consistent but adapted for each format.
Update: [paste content]

10 AI Prompts for Non-Profits
Simple, practical prompts to save time and strengthen your work
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AI as Your New Employee or Volunteer – Clear Prompts
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The Nonprofit AI Prompt Library (Simplified List)
• Quarterly Report Narrative Generator
• Board Meeting Minutes Summarizer
• Grant Needs Assessment Section Creator
• Budget Justification Narrative Draft
• Internal Compliance Memo Writer
• Volunteer Recruitment Campaign Creator
• Event Script & Run-of-Show Generator
• Beneficiary Story & Fundraising Appeal Writer
• 'Red Team' Grant Proposal Reviewer
• Post-Grant Sustainability Strategic Brainstormer

http://www.sofieandreou.com/


AI as Your New Employee or Volunteer – Clear Prompts
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The 1 of 10 AI Prompts for Nonprofit/GFO Professionals
Category 1: Frequent Report Generation (Compliance & Funding)
1. Data to Narrative: Quarterly Performance Report (QPR) This prompt turns raw data 
into the narrative required by government funders.
Prompt: "Act as a professional program manager. I need you to draft the 'Progress 
Narrative' section for our Quarterly Performance Report for our primary government 
funder, [Name of Funder/Department].
The goal: Summarize this quarter’s achievements based on the data below, highlighting 
how we met our KPIs, explaining any variances (positive or negative), and linking these 
results back to our original grant objectives.
Here is the raw data/notes for this quarter: [Paste data, anecdotal success 
stories, and program notes here.]

Our original grant objectives and KPIs are: [Paste key objectives/KPIs 
here.]

Format: Write this in a concise, professional, and compliant tone. Use bullet points for 
key achievements. Keep the section to [e.g., 500 words]. Identify one clear 
success story to feature."
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AI as Your New Employee or Volunteer – Clear Prompts
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The 10 of 10 AI Prompts for Nonprofit/GFO Professionals
10. AI-Assisted Strategic Brainstorming: Post-Grant "What’s Next?" This is a critical 
prompt for the Board and ED to plan for the time after a major grant cycle.
Prompt: "Please act as a senior strategy consultant for a nonprofit. We are nearing the 
end of our current 3-year funding cycle for our largest program, [Program Name], which is [90%] 
government-funded.
The task: We need to brainstorm our strategic options to ensure program continuity. 
Please generate a SWOT analysis (Strengths, Weaknesses, Opportunities, Threats) and 
outline 4 distinct strategic directions we should explore.
Program Details: [Paste 1 paragraph about the program and its success, plus 1 paragraph about the current budget and funding 

cliff.]

Strategic options to consider: (Examples: Diversification (fee-for-service), New Grant 
Alignment (finding different agencies), 'Sunsetting' parts, Merger/Partnership, 
Endowment Campaign)."
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Getting Found Has Changed!
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Getting Found Has Changed!
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Introduction 
– Types of AI
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• ChatGPT.com

• Gemini.google.com

• Grok

• Perplexity

• Claude.ai
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• Microsoft’s Copilot

• Excel

• Word

• PP

• Teams

• Outlook

• Google’s Gemini

• Docs

• Drive

• Gmail

• Meets

• Zoom

• Canva
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• HeyGen

• Industry Specific

• ChatBots like Tidio

• http://elevenlabs.io/

• NoteBookLM

• Synthesia

• GEMs

• GPTs

AI - Overview
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Safe AI Use in Your Environment

Gemini Within 
Google or

Microsoft 365 
Copilot vs 

Public AI

Data Information 
Files Separated: 

Client information

Financials

 Internal 
documents 

• “What is 
safe to use 

where”

www.SofieAndreou.com 
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Using AI Safely



AI Governance & Policy
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New ChatGPT
Image Generator!



“How Do You Think 
Non-Profits Are Using 

Chatbots to Grow 
Supporters?”



What Happens Without vs With an AI Chatbot

Without Chatbot

 Visitor lands on website or social
 Has a question (“How do I volunteer?”)
 Can’t find answer quickly
 Leaves

 Lost:

• donor 

• volunteer 

• supporter

With Chatbot

 Visitor lands on website or social

 Chatbot asks: “How can I help you today?”
 User clicks: “Volunteer”
 Gets instant answer + link

 Feeds AI these answers too!

 Gained:

• volunteer 

• engagement 

• donor



“Every unanswered 
question is a missed 

opportunity.”



“What This Looks Like for YOU”

 “5 Potential Roles of a Chatbot”
1.Assist when you're occupied
2.Respond to inquiries
3.Establish trust
4.Boost volunteers 
5.Boosts Donations

www.SofieAndreou.com 
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“What This Looks Like for YOU”

A Simple Chatbot for Your 
Organization
Use one example (VERY 
important)
Example: Camp Kawartha

Chatbot says:
“Hi! Looking to get involved?
I can help you:
• Volunteer
• Donate
• Learn about our programs”

Click: “Volunteer”
Response:
“That’s great! We’re always looking for 
volunteers.
Here are current opportunities: [link]
Would you like help finding the right fit?”

Click: “Donate”
Response:
“Your support helps connect youth with 
nature and education programs.
You can donate here: [link]
Would you like to see the impact of your 
donation?”



“What This Looks Like for YOU”

You Don’t Need an “IT” 
department to Do This.

Step 1
Take your existing content:

• FAQ page 
• Volunteer page 
• Donation page 

Step 2
Use AI to generate responses
Prompt:

Act as a chatbot for our organization.
Use the following information to answer 
questions about:
• volunteering
• donations
• programs
Keep responses friendly, short, and helpful.
Content:
[paste website content]

Step 3
Plug into a tool (non-technical)
• GPT, Chatbase, Tidio, ManyChat, Wix AI chatbot



“What This Looks Like for YOU”

You Don’t Need an “IT” 
department to Do This.

Ask AI to help you write your 
Chatbot Prompt!

Act as a website chatbot for our organization.

Your role is to:
• answer common questions
• help users volunteer
• guide users to donate
• explain our impact

Organization: [name]

Create:
• 5 FAQ responses
• 2 volunteer responses
• 2 donation responses



Reality 
Check

“A chatbot is one of the easiest ways 
to start fixing that.”

“Right now, if someone asks ChatGPT 
‘Where can I volunteer in my area?”…
are you confident your organization 

would be mentioned?”



Pro Tip

Why?

Because:

Chatbot = private 

FAQ page & Google Listings = searchable 

 That’s where the real AI visibility gain happens

 “If you build a chatbot, you should 
also turn its answers into a public FAQ 
page on your website & your Google 

Listing!”



You are 
now visible = 
Getting Found 
on AI!

Into ONE story:

“Better answers → better content 
→ better visibility → more 

supporters”

You’ve now connected:

Chatbots
Content

Messaging
AI visibility

Targeted Engagement
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Build Your Own AI Assistant:
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Build Your Own AI Assistant:  Tidio.com 
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https://chatgpt.com/g/g-69d6a1d6b3208191bddd1f02b522806a-locs-ai-help-desk
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Build Your Own AI Assistant:  Tidio.com 

https://chatgpt.com/g/g-69d6a1d6b3208191bddd1f02b522806a-locs-ai-help-desk
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Created with NotebookLM.google.com 

Build Your Own AI Assistant Your Onboarding Client or  Staff Assistant

www.SofieAndreou.com 
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 The Real Goal
You’re showing:

 “Stop reading 80-page reports”
 “Start using your knowledge instantly”
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“While many organizations 
manage to hold meetings without 

difficulty, their true challenge is 
often remembering the 

information discussed and 
promises made.”



“If you’re in a boardroom or 
meeting space or volumeter 

meeting or grant writing session…
just press record in the Otter.app, 
put your phone in the middle of 

the table, and you’re done.”

“Make sure everyone knows you’re recording.”



AI 
Possibilities

• Managing Email Overwhelm → Find, Action, Automation → 
Faster and More Professional  

• Create Strategic Plans & Communications Plans -> 
Segmentations, Pain Points, and Messaging

• Financial reviews & reports in Excel → trends, flags, 
summaries, creating interactive dashboard & reports

• Competitive/market research → quick insights to 
responding to Grants 

• Build AI ChatBots or Onboarding Support for Staff, Voluteers, 
Board Members or Donors → Answers FAQs and 7/24 Access

• Creating your AI Governance & User Policy – Governance 
Check-List & User Policy Template  

• AI Clone Videos Strategy & Practice – Introduction to 
HeyGen & Steps to creating your own AI Avatars or Clones

www.SofieAndreou.com 
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• The Problem: Managing a large volume of 

unread emails from a client or a complex 

project thread can be overwhelming and 

time-consuming.

• The Built-in Solution: Open the email 

thread in Outlook and use the Copilot (in 

Outlook). You can prompt by asking, 

"Summarize the key decisions made in this 

thread and list the outstanding questions I 

need to answer.“

• The Value: This feature saves over half an 

hour of manual reading, delivering results 

within seconds.

Safely Using AI Within as an Inbox Assistant



Safely Using AI Within as an Inbox Assistant

www.SofieAndreou.com 
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“How many of you have ever stared at a grant 
question and thought… where do I even start?”



“Instead of starting from scratch, I’m going to 
give AI the context it needs.”
PROMPT:
Act as a grant writing specialist for a non-profit organization.

Help me draft a strong response.

Organization: [Community Youth Mentorship]
Mission: [Supporting youth through mentorship and life skills] 
Community: [Youth in Peterborough] 

Grant question:
[Describe the community need and expected outcomes.]
Program:
[Weekly mentorship sessions for youth]
Community need:
[Many youth lack access to consistent mentorship and support]
Expected outcomes:
[Improved confidence, school engagement, and life skills]
[Write a clear, professional, impact-focused response.]



Safe use of AI in Microsoft Documents, including Word 
integration and AI-powered coaching, automation for 
creating, accessing, and interpreting internal files.

Prompt:
“Please create an outline for a 
Business Plan for a growing local 
Manufacturer. They are looking for 
funding.”



Safe use of AI in Microsoft Documents, including Word 
integration and AI-powered coaching, automation for 
creating, accessing, and interpreting internal files.

Can you write an executive summary 
for this Prompt Library, aimed at Not 
for Profit organizations?funding.”



ProTip: 
Productivity – Microsoft 365 + Copilot Access Model
Copilot in PowerPoint, Word, Outlook or Excel can access 
files stored in the SAME FOLDER ONLY! 

Copilot can only access:
• Files in your OneDrive for Business
• Files in your SharePoint sites
• Files in Teams channels
• Files shared with you inside Microsoft 365
• Emails and calendar (depending on prompt and 

permissions)

It respects:
• File permissions
• SharePoint site permissions
• Teams channel permissions
• Microsoft Graph security boundary

It cannot access:
• Your desktop (unless synced)
• Dropbox or Google Drive
• External cloud storage
• Files outside your Microsoft 365 tenant

www.SofieAndreou.com 
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Embedded AI Copilot Automation

Microsoft Copilot and Power Automate

Thinking Layer: Copilot

Helps write, summarize, analyze, and create inside Word, Excel, PowerPoint, 
Outlook, and Teams

Automation Layer: Power Automate – Tasks across APPs

Automates workflows across Microsoft 365 apps, SharePoint, Outlook, Teams, 
and hundreds of connectors. IE “Every Monday, scan my Outlook and 
SharePoint activity from the previous week, summarize anything related to 
loan applications, and send me one email report.”

www.SofieAndreou.com 
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Embedded AI Google/Gemini Automation

Gemini & Google Studio

Thinking Layer: Gemini

Helps write, summarize, analyze, and create inside Google Docs, Sheets, 
Slides, Gmails, Drive, Google Meets, …

Automation Layer: Google Studio – Tasks across APPs

Automates workflows across Google Docs, Sheets, Slides, Gmails, Drive, 
Google Meets, . IE “Every Monday, scan my Gmail and Google Doc Folder 
Names [______] activity from the previous week, summarize anything 
related to [_______________], and send me one email report.”

www.SofieAndreou.com 
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 Create Your AI Voice or Clone (Advanced)

* Clone your voice or likeness using:
  * ElevenLabs or
  * HeyGen

* Upload:
  * Your voice
  * Your image/video
You can talk in ANY language too!

Go To HeyGen & Create an Avatar
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Using AI Voice Help – Step 1: Create A Script!
 Step 1: Start with a Prompt Requesting a Script (ChatGPT or NotebookLM)

Define:
  * **Purpose** (educate, promote, reassure)
  * **Audience** (e.g., nervous patients, busy parents)
  * **Tone** (warm, calming, friendly)
  * **Length** (30–60 seconds)
  * **Outcome** (book an appointment, build trust)

 Prompt example:
Please write a 30 second script for HeyGen, with 4 scenes please. that shares all 
the different ways to get involved at the Humane Society, donations, volunteers, 
50/50 or join the fur-ever club! Of course adpot 
https://peterboroughhumanesociety.ca/ 
https://peterboroughhumanesociety.ca/support-us/ways-to-donate/

Video Creation 
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Using AI Voice Help – Step 1: From Scripts to Clones!
From ChatGPT

www.SofieAndreou.com 

 30-Second HeyGen Script (4 Scenes)
Scene 1 – Opening (Warm + Inviting)
Visual: Friendly staff member or animal close-up (dog/cat looking at camera)
Voiceover:
Hi, it’s the team at the Peterborough Humane Society…
There are so many ways you can make a difference for animals in our community.
Scene 2 – Adoption & Volunteering
Visual: Clips of animals interacting with people, volunteers walking dogs or caring for animals
Voiceover:
You can adopt and give a pet a second chance at a loving home…
or volunteer your time and be part of the care and connection our animals need.
Scene 3 – Donations & Programs
Visual: Donation moment, staff caring for animals, overlay text “Fur-ever Club” and “50/50 Lottery”
Voiceover:
You can donate to support shelter, medical care, and daily needs…
join our Fur-ever Club for ongoing impact…
or take part in our 50/50 Lottery.
Scene 4 – Closing CTA (Emotional + Clear)
Visual: Happy adopted pet / animal being cuddled, logo or website on screen
Voiceover:
Every action, big or small, helps change an animal’s life.
Visit us online to learn more… and thank you for being part of their journey.

http://www.sofieandreou.com/


Go To HeyGen & Choose Your Avatar (Create Yourself or Choose 
One of there's) !
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Continue in HeyGen with Scene by Scene (start with a short 
video to practice)
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Using AI Video Tips to Help – From Scripts to Clones!
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Priorities ways can 
AI assist you?

AI offers significant opportunities 
to improve various areas. 
Please rate the following in order 
of priority to you, with one being 
the highest:
• Automation of repetitive tasks
• Enhancing efficiency in long-

term projects or activities
• Development of guided AI 

prompts
• Handling frequently asked 

questions
• Onboarding and succession 

planning systems (like the 
NotebookLM video we 
recently reviewed)

• Creation of AI video avatars 
for consistent, brand-aligned 
content

• Establishment of AI 
governance and usage policies
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AI Professional Building Blocks
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Coupon Code: “survivalguide”

Coupon Code  CC15

www.SofieAndreou.com  

May 21st   

Plus Optional Live weekly coaching
to create your own AI Solution! Thurs 5 to 6pm

http://www.sofieandreou.com/
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