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FOR NONPROFITS &
SMALL BUSINESSES

A PRACTICAL RESOURCE GUIDE

PENN’S NORTHEAST CREATED THIS GUIDE TO HELP
NONPROFITS AND SMALL BUSINESSES RESPONSIBLY
EXPLORE THE POTENTIAL OF ARTIFICIAL INTELLIGENCE.

With plain-language explanations and practical use cases, this guide is
designed for communications teams, program managers, grant writers,
and anyone looking to enhance workflows and improve mission delivery.

It provides clear explanations, real-world examples, and step-by-step
considerations to help you adopt these tools responsibly and effectively.

WITH THIS GUIDE, YOU CAN:
e EXPLORE Al tools without needing tech expertise
o IDENTIFY high-impact, low-risk applications
¢ TRAIN and engage your team
 IMPROVE fundraising, outreach, and storytelling

We didn’t just research these Al tools - we used them.
This guide shares what we learned, and was made possible by
The Luzerne Foundation and The Sordoni Family Foundation.

USE THIS GUIDE AS A STARTING POINT TO:

e EXPLORE AI TOOLS e SAVE TIME
e SPARK TEAM DISCUSSIONS e REDUCE COSTS
e IDENTIFY OPPORTUNITIES e EXPAND YOUR IMPACT




TABLE OF
CONTENTS

GETTING STARTED WITH Al

What is AI?

Understanding the Types of Al
Why Use Al in Nonprofits?
Requirements for Getting Started

USING Al IN NONPROFITS

Efficiency & Cost Reduction
Collaboration & Scalability
Enabling Creative and Innovative Work

Key Use Cases

ESSENTIAL Al SKILLS
FOR NONPROFITS

Viewing Al as a Teammate, Not a Gadget
“Goldilocks Prompt” Principle

Practical Prompt Framework

Improving Al Output Techniques

Prompt Reusability for Efficiency

Troubleshooting Inconsistent Results

SELECTING THE RIGHT Al TOOLS
Al Tool Categories

Recommended Selection Criteria

Decision Checklist

N N O o O

© © 00 0

11

12
13
14
15
16
17

18

19
20
21



TABLE OF
CONTENTS

ETHICAL & RESPONSIBLE
USE OF Al

5.1 Aligning Al Use with Mission and Values
5.2 Protecting Privacy & Sensitive Data

5.3 Transparency in Al Use

5.4 Recognizing Al Bias

5.5 Humans in the Loop

5.6 Accountability & Continuous Learning
5.7 Sample Al Use Policy Framework

LEADING Al PLATFORMS

6.1 Al Platforms Comparison Chart
6.2 Al Platforms by Category
6.3 Al Platform Profiles

General Tools

Content Creation
Automation & Operations
Data & Insights

Collaboration & Communication

A ROADMAP FOR USING Al
7.1 Piloting Al Tools

7.2 Training Your Team

7.3 Measuring Impact

7.4 Al Tool Mission Fit Checklist
7.5 Avoiding Al Overload

7.6 Planning for the Future

22
22
23
23
24
24
25
26

27
28
29
31
31
36
41
43
46

48
48
50
51
52
53
53



TABLE OF
CONTENTS

PROMPT LIBRARY

8.1 Grant Writing Prompts
8.2 Donor Email Prompts

8.3 Marketing Prompts

8.4 Event Planning Prompts
8.5 Report Summary Prompts
8.6 Other Useful Prompts

ADDITIONAL RESOURCES

9.1 Nonprofit Tech Resources

9.2 Reading & Webinars

9.3 Frequently Asked Questions
About Al in Nonprofits

ACKNOWLEDGMENTS

54

54
55
56
57
58
59

60

60
60
61

63



GETTING STARTED WITH Al

GETTING
STARTED WITH Al

WHAT IS AI?

ARTIFICIAL INTELLIGENCE (Al) REFERS TO COMPUTER
SYSTEMS THAT PERFORM TASKS THAT NORMALLY
REQUIRE HUMAN INTELLIGENCE.

These tasks can include recognizing speech, translating languages, analyzing
data, making predictions, or even engaging in conversations with people.

THINK OF Al AS A HELPFUL ASSISTANT
THAT CAN AUTOMATE REPETITIVE TASKS, PROVIDE

INSIGHTS, AND IMPROVE DECISION-MAKING!

UNDERSTANDING
THE TYPES OF Al

One type of Al that is extremely popular today is what is
known as a Large Language Model, or LLM.

LLM tools such as ChatGPT, Perplexity, and Google Gemini
are primarily used by providing plain language prompts.

Other tools use Al in the background, performing complex
tasks and data analysis without direct prompting from the user.
These often appear as features inside familiar apps.

IN THIS GUIDE, WE WILL ADDRESS MANY TYPES OF
Al TOOLS, WITH HEAVY EMPHASIS ON LLMS.
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GETTING STARTED WITH Al

WHY USE Al

IN NONPROFITS?

SAVE TIME & MONEY

Automate repetitive tasks
like donor emails, social
media, and data entry.

BOOST ENGAGEMENT

Personalize communications
with donors, volunteers,

and communities.

DATA-DRIVEN DECISIONS

Use predictive analytics to
understand donor behavior
and fundraising trends.

ENHANCE CREATIVITY

Create compelling stories,
images, and videos with

minimal resources.

REQUIREMENTS FOR
GETTING STARTED

HARDWARE

A modern computer or laptop is
enough for cloud-based Al tools.

You don’t need expensive servers.

DATA

Al tools work best when they
have access to data. This can
include items from donor records
to social media engagement.
Inserting data improves results.
That data can come in many
forms, including PDFs,
spreadsheets, or even URLs.

Al for Nonprofits & Small Businesses Resource Guide

INTERNET ACCESS

Reliable internet access is
necessary for most Al tools.
Some offer local versions
that can be used without
internet, but they are

increasingly uncommon.

ACCESS TO TOOLS

Many Al tools are available

online. Some tools are free

or discounted for nonprofits
through platforms

like TechSoup.

Penn’s Northeast, Inc. pennsnortheast.com



USING Al IN NONPROFITS

USING Al IN
NONPROFITS

Al ISN’T JUST ABOUT TECHNOLOGY.
IT'S ABOUT AMPLIFYING YOUR MISSION, REACHING
MORE PEOPLE, AND DOING MORE WITH LESS.

For nonprofit organizations, Al becomes a practical tool that
helps small teams create a bigger impact without increasing
workload or budgets. Four core benefits make Al especially
valuable in the nonprofit world:

EFFICIENCY
& COST REDUCTION

Al CAN AUTOMATE REPETITIVE TASKS, FREEING
YOUR TEAM TO FOCUS ON WORK THAT TRULY
MOVES THE MISSION FORWARD.

Whether it's drafting routine communications, generating
reports, or organizing data, Al can dramatically cut admin
time. Many tools also offer free tiers or nonprofit discounts,
which help reduce overhead costs.

Use ChatGPT to draft Help organize donor data
newsletters or thank you automatically with tools like
notes in minutes. Coefficient for Google Sheets.

Let Canva’s Magic Write create

captions, brochures, or event posters.
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USING Al IN NONPROFITS

COLLABORATION
& SCALABILITY

Al HELPS TEAMS WORK TOGETHER SMARTER.

Tools like Parrot Al can transcribe and summarize meetings, while
Notion Al supports collaborative content planning. Al makes it easier to
scale communications and programming without increasing headcount.

Collaborate on content calendars Transcribe and summarize

and donor messaging using team meetings automatically.
smart suggestions.

Use shared Al dashboards to track
metrics across departments.

CREATIVE & INNOVATION
APPLICATIONS

Al OPENS UP POSSIBILITIES FOR NONPROFITS TO INNOVATE.

Especially in marketing, storytelling, and outreach.
It allows smaller teams to produce professional-quality
videos, graphics, and reports at a low cost and high speed.

Generate images or diagrams Translate brochures into
for events and education multiple languages with
using Google Imagen. Google Gemini.

Create animated explainer videos

from blog posts with Lumen5.
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USING Al IN NONPROFITS

KEY USE
CASES

Al IS ESPECIALLY HELPFUL IN HIGH-IMPACT, EVERYDAY
MARKETING AND OUTREACH WORK WHERE SMALL
NONPROFIT TEAMS OFTEN SPEND THE MOST TIME.

SOCIAL MEDIA:

o DRAFT captions, posts, and content ideas in seconds

e ANALYZE engagement trends to see what content performs best

e SCHEDULE and optimize content and posting times for better reach
(Examples: Buffer Al, Hootsuite)

FUNDRAISING:
e WRITE personalized donor emails or appeal letters
¢ SEGMENT audiences for targeted campaigns
e PREDICT donor behavior with Al-driven analytics

(Examples: Dataro, Fundwriter)

COMMUNITY ENGAGEMENT:

e TRANSLATE outreach materials to reach broader audiences
e DRAFT FAQs, announcements, and community updates quickly

e ANALYZE survey data to improve programs and services

USED THOUGHTFULLY, Al BECOMES A PRACTICAL
ASSISTANT THAT SUPPORTS COMMUNICATION,
FUNDRAISING, AND ENGAGEMENT - FREEING
YOUR TEAM TO FOCUS MORE ON YOUR MISSION.
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ESSENTIAL Al SKILLS FOR NONPROFITS

ESSENTIAL Al
SKILLS FOR
NONPROFITS

BEFORE SELECTING AN Al TOOL OR LAUNCHING
AN Al PROJECT, IT'S WORTH LEARNING A FEW
OF THE KEY SKILLS THAT WILL HELP YOUR
TEAM GET THE MOST VALUE FROM Al.

Success with Al is not about chasing the newest platform or
capability; it is about knowing how to think and work with these
systems so they are reliable partners in achieving your goals.

Nonprofits already excel at making an impact with limited
time and resources. The strengths of nonprofits, such as
clarity, creativity, and collaborative spirit, are exactly what
can lead to success when applying Al.

By developing a shared foundation in skills such as prompt
engineering, iterative collaboration, and strategic tool selection,
you can turn Al from a novelty into a dependable force multiplier.

THIS SECTION PRIMARILY FOCUSES ON LLM USE,
PROVIDING PRACTICAL FRAMEWORKS, QUICK WINS,
AND REUSABLE TECHNIQUES TO HELP YOU:

Turn fuzzy ideas into Build sustainable Collaborate with Al
clear Al instructions practices that work tools as you would

that produce across changing with a trusted intern
useful results. tools and trends. or staff member.
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ESSENTIAL Al SKILLS FOR NONPROFITS

VIEWING Al
AS A TEAMMATE,
NOT A GADGET

THE MOST EFFECTIVE NONPROFIT TEAMS TREAT
Al TOOLS LESS LIKE FANCY APPS AND MORE LIKE
AN EAGER, BUT INEXPERIENCED JUNIOR STAFF MEMBER.

Al IS GREAT AT:
e DEVELOPING first drafts fast
e BRAINSTORMING new angles
e SUMMARIZING large amounts of text
e PERSONALIZING messages at scale

While many people focus on the Intelligence part of Al, these
tools still need your guidance, judgment, and fact-checking
to do high-quality work.

Think of it like a smart intern who works at lightning speed,
but may misunderstand the assignment.

YOUR ROLE IS TO SET IT UP WELL, PROVIDE EXTREMELY
CLEAR INSTRUCTIONS, REVIEW ITS OUTPUT, AND VERY
IMPORTANTLY, GIVE IT GOOD FEEDBACK.

TRY TAKING A ROUTINE WRITING TASK,
- n LIKE A THANK-YOU EMAIL, AND IMAGINE YOU’'RE
O

GIVING INSTRUCTIONS TO A NEW HIRE.

Whatever you’d say to that person,
put it into your Al prompt.
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ESSENTIAL Al SKILLS FOR NONPROFITS

“GOLDILOCKS PROMPT”
PRINCIPLE

WITH ANY Al TOOL, YOUR RESULTS WILL
ONLY BE AS GOOD AS YOUR PROMPT.

When using Al tools, the quality of the output depends heavily on
the quality of the prompt - the instructions you give the system.

The Goldilocks Prompt Principle is a simple way to think about
prompting: not too vague - not too complex - just right.

TOO LITTLE

VAGUE PROMPTS & JUST RIGHT

“Write a donor letter.” W CLEAR, FOCUSED
PROMPTS

TOO MUCH “Draft a one-page grant

narrative for a community

OVERLOAD PROMPTS
“Write a 10-page grant

food access program.

The audience is a local

proposal, including a table foundation. Use a hopeful

of contents, all past and professional tone and

program history, use five include a brief program

different tones, reference overview with a statement,

multiple audiences, and and expected outcomes.”

format it for three funders.”

. TIPS FOR WRITING “JUST RIGHT” PROMPTS
f\ (o}

¢ Clearly state the task e Provide relevant context or background
¢ |ldentify the audience ¢ Ask for one outcome at a time
¢ Specify tone and length ¢ Review and refine the output
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ESSENTIAL Al SKILLS FOR NONPROFITS

PRACTICAL
PROMPT
FRAMEWORK

TO KEEP YOUR PROMPTS CONSISTENT AND CLEAR,
THE CTAS FRAMEWORK CAN BE HELPFUL.

- ster | meane

EXAMPLE

Include “We're a small
CONTENT the situation or literacy nonprofit
background writing to our donors”

“Write a thank-you
h
T TASK State what you o e

want Al to do recent donation”

“The donor is a

AUDIENCE Say who it’s for first-time giver
named Kelly”

Specify tone, “Make it warm,
STYLE format, or hopeful, and under
strength 150 words”

TRY APPLYING CTAS TO 3 DIFFERENT TASKS:

Save the best prompts to reuse later!
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ESSENTIAL Al SKILLS FOR NONPROFITS

IMPROVING Al
OUTPUT TECHNIQUES

PROMPTING Al IS A CONVERSATION, NOT JUST A COMMAND.
THESE TOOLS WORK BEST WHEN YOU BUILD UPON
ANSWERS STEP BY STEP.

In the beginning, it is generally good to start broad and then refine.
Don’t expect perfection on the first try; expect something you can
shape through further prompting. The comparison to a new intern
is appropriate here. There is potential, but they may need a bit

more guidance and direction at the start.

FIRST PROMPT REFINEMENT REFINEMENT
“Write a paragraph “Now make it sound “Add a short,
summary of our more inspiring and clear call to action

reading program.” parent-friendly.” at the end.”

WHEN Al GIVES A DECENT BUT NOT GREAT ANSWER,
FOLLOW UP WITH PROMPTS LIKE:

“Make this sound more conversational”

“Add a real-world example”

“Summarize this in 3 bullet points”

Al for Nonprofits & Small Businesses Resource Guide Penn’s Northeast, Inc. pennsnortheast.com 15



ESSENTIAL Al SKILLS FOR NONPROFITS

PROMPT REUSABILITY
FOR EFFICIENCY

A GOOD PROMPT CAN SAVE YOU SIGNIFICANT
TIME AND PRECIOUS RESOURCES, SO YOU DON'T
HAVE TO REINVENT THE WHEEL EVERY TIME.

Encourage your team to save effective prompts in a shared
document (e.g., Google Doc, Excel File, SharePoint site,
Notion page) available to everyone. Over time, this
document can become your organization’s Al Playbook.

CATEGORIES TO ORGANIZE

YOUR PROMPTS CAN INCLUDE:

GRANT WRITING SOCIAL MEDIA DATA
& REPORTING & STORYTELLING SUMMARIZATION
CLIENT COMMUNICATIONS EVENT PLANNING
EACH PROMPT SHOULD INCLUDE:
THE THE TWEAKS A SAMPLE
ORIGINAL PROMPT THAT MADE IT OF THE BEST
TASK ITSELF BETTER OUTPUT

AT YOUR NEXT TEAM MEETING, HAVE EACH STAFF MEMBER
CONTRIBUTE ONE “PROMPT THEY'RE PROUD OF.”

You’ll build a starter library in 15 minutes!

Al for Nonprofits & Small Businesses Resource Guide | Penn’s Northeast, Inc. | pennsnortheast.com




















































































































































