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This resource guide was commissioned and funded 
by Microsoft and was produced in partnership with TechSoup. 

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 AI tool in the same way as described in this guide. Learn more here. 

Generative AI 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 AI 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 AI 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.

https://blogs.bing.com/search/november-2023/our-vision-to-bring-microsoft-copilot-to-everyone-and-more
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5What Is Generative AI Technology?

Generative AI refers to deep-learning models that take raw data and “learn” to generate statistically 
probable outputs based on the data stored. The data that generative AI models are trained on is massive. 
For example, many models, including Microsoft Copilot, are trained using all of the available data on the 
Internet, including books, music, and art.1 

The AI model uses neural networks to identify patterns and structures within the stored data to generate 
new and original content. This content can be in the form of text, photo, video, code, data, and even 3D 
renderings. Generative models can also learn the grammar of software code, molecules, natural images, and 
a variety of other data types. 

Generative AI models don't always produce accurate information and are prone to hallucinations. There is 
also little knowledge of where this information has come from or how it has been processed. 

1 For users of Copilot, this is true when you use it in Edge outside your organization's domain. For licenses of Copilot with commercial data 
protection, prompts and responses are not saved, Microsoft has no eyes-on access to it, and it’s not used to train the underlying models.

https://www.forbes.com/advisor/in/business/software/what-is-deep-learning-ai/
https://www.nytimes.com/2023/03/29/technology/ai-chatbots-hallucinations.html
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While some generative AI models attempt to bridge this gap by providing footnotes and sources that enable 
users to know where their response is coming from and verify the accuracy of the response, accuracy is still 
not guaranteed. 

Despite these drawbacks, generative AI tools can serve as digital assistants and research aids to nonprofit 
organizations, enhancing creativity and productivity and helping with donor outreach and engagement. 

Some examples of generative AI technologies that you may have heard of are ChatGPT, Microsoft Copilot, 
Google Bard, and Claude AI.
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8What Are Prompts?

Prompts are the inputs or queries that a user enters into a generative AI model in order to elicit a specific 
response. Prompts can be natural language sentences or questions, code snippets or commands, or any 
combination of text and code and can even include images. 

The goal of the prompt is to give an AI model enough information to generate a response that is relevant and 
useful to you. 

If prompts are written in a natural language (a language that is used by humans, as opposed to code 
languages), they can contain questions, instructions, contextual information, examples, and partial input 
that the model can be instructed to continue or complete. 

Writing effective prompts for AI models is both an art and a science. You will need to understand how the 
model responds to specific formats (or even words) as well apply your creativity and intuition to formulate 
queries and use combinations or sequences of words that catalyze an AI tool’s built-in prompt logic.
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Some terms:

•	Prompt engineering: The process of carefully crafting and refining prompts to achieve a response best 
suited to your requirements. It involves experimenting with and selecting the right words, phrases, symbols, 
and formats. 

•	Prompt library: A collection of pre-written and tested prompts that generate high-quality results. While 
there are prompt libraries and templates available online, it is a good idea to start a prompt library for your 
organization that includes some of the most effective prompts or styles or templates you can reuse.
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In order to understand how to write effective prompts, it is useful to first take a look at how large language 
models work.  

Language models, especially large language models (LLMs), are trained on vast amounts of text data to learn 
the patterns and relationships between words. Generative AI models depend heavily on natural language 
processing (NLP), which helps the tool interpret queries. NLP algorithms scan all the data points in a query, as 

How Do AI Prompts Work?

machine learning and other AI tasks work in tandem, to 
generate the corresponding output. 

This is why prompts need to be very specific — even the 
slightest change in sentence structure or word can change 
the nature of the response.

Information remains inside the organization, user and 
organizational data cannot be accessed by Microsoft, and it 
is not used to train the model. Nonprofits can safely upload 
internal documents, get assistance writing code, or even 
ask for a SWOT analysis, knowing all data entered into Bing 
Enterprise is secure. 
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This process involves three stages:

1.	Asking a query 
Once you enter a prompt, it is first analyzed for context. Based on the context identified, the AI sets in motion 
machine learning and other tasks. 

2.	Processing the query 
Available data is scanned for relevant information using intent recognition, and parts of speech are tagged to identify 
relevant keywords and details such as the type of task. Sentiment mining algorithms then analyze the processed 
information, detect the tone, and modulate the response for appropriate phrasing and style. NLP algorithms choose 
the right words, grammar, and syntax to create the output. 

3.	Answering the query 
This stage combines different data points based on the question string in the prompt to generate a response. In 
the background, neural networks (NNs) retain the context of the query, which helps the tool to remember previous 
prompts and generate responses relevant to an ongoing interaction.

Based on its training and the prompt writing style the tool generates the most accurate response.
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There are various types of prompts you can use to generate relevant responses. Here are a few key types:

Types of Prompts

•	Zero-shot prompts: Also known as direct 
prompts, this is the most basic type of 
prompt. You ask a single question and 
the AI generates an answer.
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•	One-shot prompts: Here one example 
response is included along with the 
prompt (which can be an instruction or 
question). This helps the AI understand 
what kind of response you are looking for. 
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•	Few-shot prompts: This type of prompt 
includes multiple examples along with 
the prompt. Few-shot prompting is 
helpful when you want a response to be 
structured in a specific way that may be 
difficult to describe. 
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•	Get-in-character prompts: These prompts 
ask the AI to assume a certain character 
or perspective while generating a 
response. 
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•	Chain-of-thought or changing prompts: 
This type of prompt uses a series of 
questions that prompt the AI tool to 
reason out the answer. 

•	Breaking an answer down into steps or 
stages is helpful for arithmetical results 
(something AI tools can struggle with). 
You can also combine this with few-shot 
prompting to get better results on more 
complex tasks that require reasoning 
before a response.

What Are Prompts?
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The essence of any successful nonprofit organization relies on its ability to effectively communicate its mission 
and impact. Whether you’re engaging with staff and board members or external stakeholders like donors, 
partners, volunteers, and vendors, every message matters. 

Generative AI tools can help you take advantage of opportunities to amplify your impact and keep audiences 
engaged with your mission. It can also help you increase efficiency by proofing text and helping with routine 
tasks across different functions. 
 
Nonprofits can use prompt engineering as a strategic tool to maximize the utility and effectiveness of the model. 
Effective prompts can create:

•	Conversations that are meaningful and engaging and that you can use effectively

•	Accurate predictions and faster responses to boost productivity and save time

•	 Improved perspectives and notions of the AI model

Why Master the Art of Prompts?
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The Impact Principle
I — Intention (State the intent of your prompt) 

M — Message and metric (What are the key points you want people to remember? Are there any stats or numbers that need to be included?) 

P — Purpose (What is the purpose of your message?)

A — Action (What action would you like the audience to take?)

C — Clarity (Make your content clear, concise, and compact)

T — Timing (What important dates or deadlines need to be addressed in the content?) 

Intention
Begin by determining the objective behind the content. Is it to inspire, inform, or both? Clarifying intent is 
essential to creating effective prompts because it shapes the interaction and ensures that responses are in 
alignment with your requirements. 
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Messages
Clearly communicate what information is most important. Include any key points. Ask for statistics, charts, 
or other research to back up your responses if needed. You should also specify constraints for more tailored 
responses. For example, how many words, or sentences you want and what format do you want the output in 
(image, text, table, or video)?

Purpose
Clarify the underlying reason or motivation for the content and provide context. Include background information 
and any specific preferences you may have. This also helps the AI establish user intent. 

Actions
Define the desired action or response you wish to elicit from the audience. This can be in the form of specific 
actions like clicking on a link, signing up for an event, or entering an email address for more marketing-focused 
content. For types of content where there is no action required, you may find it useful to define how you want 
the audience to feel after reading your message.
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Clarity (and Conciseness)
Set clear and specific instructions. Add all relevant details and explicitly mention the task, topic, and goal 
of your desired response. Utilizing clear and direct language is also crucial because it eliminates the risk of 
misinterpretation and ambiguity. 

Timing
Include any relevant dates, deadlines, or times that should be considered as part of the response.

 

Conclusion 

 
Other parameters to include in your prompts could be area of focus, support strategy, audience demographics, 
location, and project impact.

A well-crafted prompt minimizes the need for multiple iterations by ensuring that the AI model understands 
what you’re seeking, leading to more accurate and contextually relevant responses.
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•	Edit your responses to ensure that the voice, tone, and information is made uniquely yours. Don’t use anything 
that’s generated as-is, since there might be mistakes or discrepancies. 

•	Use specific, varied examples to mimic style, help the model narrow its focus, and generate more accurate 
results.

•	Add constraints where possible. They help limit the scope of the model's output, which can avoid meandering 
away from the instructions into factual inaccuracies. The more definite the rules you put in, the more an AI can 
be creative within those rules. 

•	Don’t include too many tasks in a single prompt. This can confuse some AI models. Instead, break down 
complex tasks into a sequence of simpler prompts. Every prompt should have only one clear task. 

•	 Instruct the model to evaluate or check its own responses. This is a quick way to check for factual 
inaccuracies. You can also ask the model to rate its response to understand how confident the AI is of the 
generated response. 

•	Evaluate and rephrase prompts to learn what works best for your nonprofit. Experiment with different phrasing. 
It can produce different responses even though the meanings are the same. 

•	Save prompts that generate relevant or useful results so you can use them again or edit them to generate 
different responses. This will save you from having to add the same instructions repeatedly.
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•	Do not assume your data is secure. If you have purchased an AI assistant, validate the data governance 
policies with your IT team to get a clear idea of what data you can share with the AI. Most free AI models 
record your input and the responses generated, so avoid sharing confidential information (such as names, 
live email addresses, and social security or health information) or proprietary data unless you are sure that 
appropriate safeguards are in place. Substitute names with letters, use only first names, or number or rename 
attributes that should remain private.

•	Generative AI is not always factual. It sometimes makes up answers, so be sure you verify all data before 
publishing. One way to do this is to request sources from the AI. (Copilot includes sources automatically.) You 
should also ensure that copyrighted or plagiarized information isn't included in your responses. Make sure an 
expert is reviewing your responses. 
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•	Specify format in your prompt by typing, “Present this in the form of …” and stating your preferred output. Or 
start your prompt with, “Create a [format of output] about/that contains. …” 

•	Start your prompts with action words like Create, Write, Make, and Generate.

•	Don’t address the model personally with unnecessary fillers like "I would like," "can you," "please," or "thank 
you." This will not affect the quality of the response and adds to your token count (which shortens the potential 
length of your query with models that have token limits).

•	Use “do” and “don’t” to instruct the model to make your responses more tailored.

•	Use double quotes to emphasize important words or phrases in a prompt.
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Here are a few examples and templates of different types of prompts you can use in your own work. 

Brainstorming
Unlike most other prompts, it is good practice to keep your queries open-ended for brainstorming sessions. 
They will generate a wider range of responses. 
 
Example: What are some unique ideas for [topic]? Provide [number] ideas.

•	Elaborate on idea 2. 

•	How can we combine ideas 4 and 6?

•	How can we reorganize and add to the activities to accomplish that? 

•	How would [idea number] work within [insert context]

Based on this initial response, you can use these follow-up questions to refine your ideas:
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Generate Emails

Email 1: Analyze the following information and draft an email as a [insert professional role or expertise] expert: 
The email should be informative and highlight that we’ve almost reached our goal of [insert goal]. Explain that 
the purpose is to [insert purpose]. The call to action is to [insert call to action] by the [deadline]. The email 
should be concise and cohesive. 

Email 2: Write a professional email introducing our services to a potential client. The product is detailed 
here: [insert link or text]. The client's name is [client name], and they are in charge of [professional role and 
information about the organization].

Meeting and Event Descriptions

Create an inspiring description for a [event type] for [audience] about [event topic]. This event is happening 
on [date, time, and duration of event]. Emphasize that attendees will learn [key sessions or topics of interest]. 
Highlight that the last day to register is [deadline] and include [registration link].
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Generate Event Ideas

Give me 12 [easy to arrange, low-cost] [event type — outdoor, indoor, hybrid, virtual] event ideas for a 
[organization or local community group] that works in [area of work] that would be suitable for [individuals, 
families, children] and will [outcome — be fun, help to raise awareness of our work, recruit volunteers, generate 
some PR] and [additional details]. These must be [qualities you want to include — lively, physically active, 
outdoors, for adults, suitable for families] and must not involve [activities you do not want like gambling or 
alcohol].

Create Communications Plans

Create a marketing or communications plan for a [size of nonprofit] that works in [sector] focused on [key 
stakeholders], but also include [list other stakeholders]. Our key communication messages are [message 1], 
[message 2], and [message 3]. Our communication objectives are to [insert objectives like raise awareness of 
our services, recruit volunteers, raise funds, campaign for change]. Our current communication channels are, in 
order of effectiveness, [list effective channels such as events, PR, social media, website, or posters]. 
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Find Potential Funders and Supporters

•	Example 1: Give me a number of simple practical ways I can find names and contact details of company 
leadership and management teams of [types of companies] in [area] with [budget] or interest in [causes 
such as education, health, or youth]. 

•	Example 2: Suggest events or organizations or local companies in [location] that could be helpful to 
engage with for [sector or cause you wish to fundraise for]. Provide names, phone numbers, and contact 
information in tabular form. 

•	Example 3: Give me a list of all the celebrities in [location], together with information about them, who have 
supported charity work or have a connection with [sector or cause]. 

•	Example 4: Find me articles and other information on [celebrity, CEO, or prominent local community 
leader’s] charity work.
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Data Analysis Summary

Analyze the provided dataset and produce an [format] to [purpose]. The summary should be assertive and 
[insert call to action].  

Additional Nonprofit Prompt Examples

•	Construct a compelling narrative for our annual report showcasing our nonprofit's impact in local education 
reform.

•	Generate an inspiring call to action for our volunteer recruitment campaign aimed at tackling homelessness.
•	Create an appreciation message for corporate sponsors supporting our initiative for clean drinking water.
•	Generate a Twitter post for an upcoming charity event promoting clean energy.
•	Construct a captivating Instagram Stories series for our upcoming walkathon for cancer research.
•	Write a short, three-paragraph summary about the positive outcomes of early childhood education.
•	Suggest 10 titles for a fundraising event for at-risk youth. 
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•	Learn more about prompt writing with Copilot
•	Example prompts for Microsoft 365 Chat
•	400+ Best Bing Prompts 
•	Prompts for communicators using the new AI-powered Bing 

Access more prompt templates here:

https://support.microsoft.com/en-us/topic/learn-about-copilot-prompts-f6c3b467-f07c-4db1-ae54-ffac96184dd5
https://support.microsoft.com/en-gb/topic/example-prompts-to-try-with-microsoft-365-chat-68ca1ee5-47c3-4f60-8bab-160cc665d84f
https://www.promptpal.net/platforms/bing
https://blogs.microsoft.com/blog/2023/03/16/prompts-for-communicators-using-the-new-ai-powered-bing/


We are here to help!​
If you need help, do not hesitate in emailing us at​

uscustomerservice@techsoup.org

mailto:uscustomerservice%40techsoup.org?subject=
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