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Generative Al technologies are changing the way organizations work. But in order to fully benefit
from these technologies, crafting effective prompts is pivotal.

Prompts are the foundation for eliciting accurate and relevant responses from generative Al tools.
They guide the interaction, shape context, and directly influence the quality of a response, which
makes the mastery of prompt writing a crucial skill for effective interactions with generative Al tools.

This guide is designed to help nonprofit organizations optimize their communication efforts and
develop clear, purposeful, and actionable prompts. We will explore strategies, techniques, and best
practices along with prompt writing examples and templates to help you extract the maximum value
from this groundbreaking technology.

Please Note: As of November 15, Bing Chat and Bing Chat Enterprise are now called "Copilot".
This change is in name only — you can still access and use this Al tool in the same way as described in this guide. Learn more here.



https://blogs.bing.com/search/november-2023/our-vision-to-bring-microsoft-copilot-to-everyone-and-more
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Who This Guide
Is For?




This guide is for beginners who have a basic understanding of Microsoft Copilot and are looking for ways to
enhance their use of the Al assistant.

Nonprofit leaders who would like to learn more about how Copilot could support fundraising efforts and
Improve team efficiency will also find this guide useful.
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In this guide we’ll look at how you can use Copilot to save time, generate content, and plan your
fundraising efforts.

At the end of this guide, you will know:
- Various ways in which Copilot can be used for fundraising
- How to write fundraising prompts for Copilot

- How Copilot can help your fundraising team

Disclaimer: As with any emerging technology, Microsoft Copilot is rapidly changing. While TechSoup develops guides using the
latest information available at the time of creation, these features are liable to change. For the latest updates and releases, refer
to the Microsoft Blog.
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Copilot can be a game-changer for fundraising teams. It acts as a digital concierge, providing guidance,
recommendations, and assistance to nonprofits. Copilot understands intent and context, automating
repetitive, time-consuming tasks with ease. The Al assistant can help your fundraising team perform tasks

more efficiently, with fewer errors, allowing them to focus on creative and strategic activities and make
informed decisions.

If you have a Microsoft 365 subscription, you will be able to access the Enterprise version of Copilot. This
enables Copilot to draw from existing data stored in other Microsoft programs you use — including Teams,
SharePoint, OneDrive, Outlook, and other applications — which gives you the ability to interact with the
information available across platforms.

The enterprise version of Copilot includes commercial data protection. Organizational information remains
Inside your nonprofit, data cannot be accessed by Microsoft, and it is not used to train the model. Nonprofits

can safely upload internal documents, donor data, or funding reports, knowing all data entered into Copilot
IS secure.

Note: Visual searches, third-party apps, and chat history are not currently supported on the Enterprise
version of Copilot due to data protection concerns.
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While Copilot can help make your fundraising team more efficient, there are a few things to keep in mind when using
the Al assistant:

- |If Copilot is connected to your Microsoft account, it will display information from any source the user has
permissions to access. Make sure you review file security permissions for your team before you turn on
Copilot so that everyone does not have access to private data such as salary information, emails, and other
confidential data.

- Train staff on the use of Al, providing suggestions and outlining potential use cases.

- Create an Al policy document with clear guidelines and principles on the usage of Al technologies, GDPR
compliance, and data protection to ensure the safe use of Al.

- Don’t let generative Al programs like Copilot take over your fundraising communications entirely. Make sure
you work on the responses generated and edit or adapt them to your needs.

Why Use Copilot for Fundraising?
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https://page.techsoup.org/hubfs/Downloads/AI-Usage-Policy.pdf

- Clearly establish the context and your requirements; the model does not possess any inherent knowledge
or understanding. The clearer and more detailed you are, the more satisfying responses you will receive.
For example, when you create a fundraising appeal, make sure you define your target audience, the
channel you are creating the appeal for, and the persona you wish the model to adopt (fundraising expert,
leadership, board member).

- Experiment with Copilot. Ask it to regenerate responses to get different versions of the same answer until
you find one that suits your needs best. You can also "dislike" a response to prompt the model to offer an
alternative version.

Why Use Copilot for Fundraising?
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You can use Copilot to accomplish various tasks within fundraising. This includes donor and prospect research,
campaign planning, creating marketing content, and analyzing the effectiveness of your campaigns.

= Access Copilot here: copilot.microsoft.com
(You will need to sign in to your Microsoft account to be able to access the Al.)

Research

Trends in Nonprofit Fundraising

You can use Copilot to give you a sense of trends in fundraising activities for different nonprofit sectors. Since
Copilot has access to the internet, you can expect up-to-date information about current and past fundraising
trends.

Prompt template: What are popular [insert festival, important holidays, or fundraising campaigns] ideas/
trends/campaigns for [your sector] in [location]?

How to Use Copilot for Fundraising 13


https://copilot.microsoft.com/

Example: Name some popular Giving
Tuesday campaign Ideas for food banks in
America in 2023.

How to Use Copilot for Fundraising 14



Research for Potential Funders, Supporters, and Partnerships

Copilot can provide a helpful list of contacts or organizations to get you started on prospect research. You
can ask the Al assistant to create a list of organizations working in a similar area as yours or foundations and

celebrities that are likely to support the work you are doing.

Prompt template: Suggest organizations in [location] that could be helpful for a food bank to engage local
companies. Provide results in tabular form.

OR

Give me a list of all celebrities in [location], together with information about them,
who have supported charity work or have a connection with [area your nonprofit
works in]. Provide results in tabular form.

How to Use Copilot for Fundraising 15



Example: Give me a list of all celebrities in
the U.S., together with information about
them, who have supported charity work or
have a connection with educating children.
Provide results in tabular form.

Note: You can also download an Excel
sheet of the table provided by clicking on
the Excel icon in the top right-hand corner.
This allows you to view and manipulate
data easily on a spreadsheet.

How to Use Copilot for Fundraising
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Donor and Donation Trends

Copilot can use predictive analysis to calculate donor giving potential (and other parameters), based on past
giving behavior.

Note: Make sure you use the Enterprise version of Copilot when you ask for data analysis. You will
need to enter your organization’s data into the system, which will not be secure on the free version.

Examples: Here are a few prompt examples you can use to analyze and predict donation trends for
your organization:

- Segment donors from this dataset into five buckets, based on their donation amounts and summarize the
donation trends of each segment over the last year. [Insert donor data]

- Forecast the next year’s donations based on these donation reports. [Insert donations data]

- Analyze donations received during Q2 2023 and compare it with Q2 2022, highlighting key growth areas.
[Insert dataset]

How to Use Copilot for Fundraising
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Planning

Fundraising Strategy

Copilot can help you get started planning
your fundraising strategy.

Prompt template: Provide [number] ideas
for a [digital/offline] fundraising strategy
for [description of your organization] to
bring in [type of audiencel].

Example: Provide five ideas for a digital
fundraising strategy for UNICEF, an
international organization that works for

child rights, to help us bring in new donors.

For a more detailed response to strategy ideas, you can include what your nonprofit does and your
organizational goals and get more specific about your target audience.

How to Use Copilot for Fundraising
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Fundraising Campaign Plan

Ask Copilot to make the first attempt
designing a campaign plan for your next
big fundraising event. This will help you
get started with a clear plan of action,
which you can then refine along with
your team.

Prompt template: Create a detailed
campaign plan to improve [goal or
fundraising event]. This campaign will
run from [day/months]. Include effective
strategies a nonprofit working in [sector]
can use to build strong relationships with

donors, show appreciation, and encourage continued support. Provide results in tabular form.

Example: Create a detailed campaign plan to improve donor retention. This campaign will run for one
month (September). Include effective strategies a nonprofit working in food security can use to build strong
relationships with donors, show appreciation, and encourage continued support. Generate response in
tabular form.

How to Use Copilot for Fundraising
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You can even ask Copilot to provide
insights on the effectiveness of various
fundraising channels and distribute your
budget accordingly. But make sure that
these fundraising channels have also
worked well for your organization. Don’t
rely entirely on general results. As always,
use Copilot results to inform and enhance
your strategy.

How to Use Copilot for Fundraising 20



Marketing Content

Fundraising Thank-You Letter

Nonprofits can save time in their fundraising efforts by asking Copilot to draft emails or letters specific to
each donor. Instruct it to craft formal invitations. Even create fundraising event announcements specifically

geared toward social media platforms.

Copilot can assist in generating various types of engaging fundraising content for your nonprofit. It can help
you write thank-you letters, fundraising appeals, targeted donation emails, newsletter content, and social
media posts. Below is an example prompt for a fundraising appeal, but you can edit the prompt to generate

different types of content.

How to Use Copilot for Fundraising

21



Prompt template: Write a donor-centric
thank-you email to [type of donors] for
[event/donation drive] on [date]. Include

the following details: [how that helped your

organization and the difference it made
to your work]. Keep the tone [grateful,
sincere, formal] and make sure it doesn't
exceed [number] words.

Example: Write a donor-centric thank-you
email to first-time donors for contributing
to the fundraising auction on Tuesday,
July 10, 2023. Include the following
details: the donation will help create a
new shelter for animals, which will help
Pets4All treat more than 200 rescues in
Missouri. Keep the tone grateful and make
sure it doesn't exceed 100 words.outside a
school in India.

How to Use Copilot for Fundraising
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Images for Fundraising Collateral

Like other Al image generators, Copilot can also create realistic images from text prompts. This is especially
helpful for fundraisers who do not have the budget to engage professional photographers but also want

to avoid stock images. Al image generators can create incredibly specific images that are unique to your
organization.

With Copilot, you can create images for annual reports, social media fundraising posts, flyers, and other
fundraising material.

When you write an image prompt, try a combination of two or three descriptors for your subject to give the
Al a better idea of what you’re looking for. It could be a thing, a specific place, a type of animal, an action, or
an object and a location. Here are some examples of descriptors you can use for your prompts:

- Image type: High-quality macro photo, 35 mm photograph, editorial, portrait, still life, bokeh, landscape,
panoramic

- Medium or material: pop art, 3D, manga, watercolor, oil paint, pencil sketch, acrylic
- Mood: happy, peaceful, calm, excited

- Perspective: silhouette, aerial, bird’'s-eye view, fisheye, diminishing scale, linear

How to Use Copilot for Fundraising
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Prompt template: [object], [action],
[background/context/location], [artistic
style/artist/genre]

Example: Generate a high-quality macro
photo of happy school children laughing
outside a school in India.

How to Use Copilot for Fundraising
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Data Analysis

Copilot can look at the success of your campaigns, help you analyze outcomes, and identify trends, and
opportunities for improvement. Simply enter the raw data into Copilot and ask it to "Create a table based on
the information." Once you have generated a table from your data, you can ask the Al assistant a series of
questions based on the data. Copilot can perform the following data analysis tasks:

- Summarize key findings
- Analyze outcomes
- Make predictions and offer recommendations

- Perform sentiment analysis (Copilot will naturally process and assign a sentiment score to text data. These
scores can then be grouped or summarized to guide decision-making. Sentiment analysis is a useful way to
understand donor feedback, social media presence, or even internal communications.)

- Create goals for your team (different performance metrics [KPIs or OKRs] might produce different results)

Al will help identify potential donors, create personalized messages, and suggest ways to track this
iInformation for future success.
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Note: Experiment with using different
terminology for performance tracking

or goal measurement; it can prompt the
model to use a different chain of thought
that might get different results. You

can then select terms that are most in

alignment with your own programs or
services.

Example: Establish key performance
indicators (KPIs) for a fundraising team
with the following goals: Increase donor
base from 200 to 1,000 donors, conduct
three fundraisers to raise over $50,000,
Increase donor engagement score from
2%0 to 5%. Present results in a table.
outside a school in India.

How to Use Copilot for Fundraising
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Manage Donor List

You can ask Copilot to manage your donor list by cleaning up a list of raw data from a sign-up sheet, asking
It to create a table with headers to track useful information about your donors, or sort donors according to
their giving behavior.

Since this will involve entering confidential information about your donors, use the Enterprise version of
Copilot to elicit responses.

How to Use Copilot for Fundraising 27



Examples: Here are a few prompt examples
you can use to manage your donor list:

- Create a table that tracks important
information about the donors in our
organization.

- Clean up this list of donors by segmenting
them in three tiers, according to the size
of their donations.

- Segment the donors on this list into three
categories based on whether they are new
donors, repeat donors, or lapsed.

- ldentify donors most likely to donate to
a campaign or give a major gift based on
previous giving behavior.

How to Use Copilot for Fundraising



Optimize Donation Tiers and Segments

Sending tailored donation messages to donors is a critical part of your donation strategy. Copilot can help
you come up with different ways to easily segment your donors, giving you fresh insights into how you can
target different donors and personalize your communication to them. You can segment them according to
their involvement with your organization (new, existing, and lapsed) or according to their giving amounts.

Prompt templates:

- What are some donor segments my [type of nonprofit — healthcare, food security, education] nonprofit can
target”? Provide response in tabular form.

- Follow-up prompt: Target area zip codes in [city, country, neighborhood] with the highest average
household income.

- What are common nonprofit donor segments?

- Suggest [number] ad audiences for different donor segments for [name of nonprofit] working in [sector].

How to Use Copilot for Fundraising
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Example: What are some donor segments
my education nonprofit can target? Provide
response in tabular form.

Follow-up-prompt: Target zip codes in the
U.S. with the highest average household
iIncome.
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More Prompt Examples

Personalize these prompts by inserting data about your organization, its programs, and fundraising activities
for more accurate and meaningful results:

- Send a survey to donors to gather feedback on their experience with our fundraising campaigns and
generate prompts for addressing their suggestions.

- Analyze the open and click-through rates of our email fundraising campaigns and optimize the subject
lines and content accordingly. [Insert data]

- Create a win-back campaign with personalized prompts, sharing updates on our recent accomplishments
and inviting them to support us again. [Insert data on accomplishments]

- Create a welcome campaign for first-time donors, offering them exclusive benefits and opportunities to get
involved.

- Plan a personalized fundraising campaign for our major donors, highlighting their past impact and inviting
them to continue their support.

- List ideas for a virtual gala with interactive activities to engage donors and raise funds for our cause, [Insert
information about organization and mission]

How to Use Copilot for Fundraising
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- Craft a story around the prompt “Tell a personal anecdote about how our organization’s mission resonates
with you” to share a heartfelt story about a staff member’s personal experience with the cause.

- Create an engaging story around the prompt “Describe a real-life example of how donations made a
difference” to share a powerful story of a donor’s impact on a beneficiary’s life.

- Generate fundraising ideas that align with our organization’s focus on environmental conservation; for
example, “Host a virtual tree planting event to raise funds for reforestation efforts.”

Copilot Integrations

Copilot integrates with other Microsoft apps to further amplify its impact on your organization and
fundraising teams. Here are two examples of how nonprofits can use Copilot with additional apps:

- Power Bl: Copilot helps users create and interpret data visualizations in Power Bl. It offers insights into
data patterns, suggests relevant charts and graphs, and assists in creating more meaningful reports.

- Power Automate: Copilot integrates with Power Automate to automate workflows, making creating and
managing automation processes easier.

How to Use Copilot for Fundraising
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https://www.microsoft.com/en-us/power-platform/products/power-bi
https://powerplatform.microsoft.com/en-us/power-automate/

We are here to help!

If you need help, do not hesitate in emailing us at
uscustomerservice@techsoup.org
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customerservice@techsoup.org please contact us at

mmd@techsoup.org.
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