
Comprehensive Best Practices Guide for Prompting 
LLMs for Nonprofit Employees 
Below is a structured guide designed to help nonprofit teams optimize their interactions with 
large language models (LLMs). This guide emphasizes relational, ethical, and mission-focused 
approaches, ensuring that AI-driven conversations reinforce nonprofit values and trust. 

 

1. Understand Your Goals & Audience 

1. Clarify Your Objective: 
○ Before drafting a prompt, identify the ultimate goal. Are you seeking fundraising 

message ideas, volunteer engagement strategies, or data interpretation? 
○ Example: “Generate three creative fundraising email ideas for a donor base 

interested in environmental conservation.” 
2. Identify the Audience: 

○ Consider who will benefit from the response—staff, donors, volunteers, or 
beneficiaries. Craft your prompt to match their viewpoint and needs. 

○ Example: “How can we explain our new tutoring program benefits to parents of 
children aged 8–12?” 

3. Reflect on Mission Alignment: 
○ All AI outputs should support your organization’s mission, reflect empathy for the 

communities served, and avoid transactional language or exploitative techniques. 
○ Example: “Suggest ways to invite donors to co-create a program plan, 

emphasizing authentic relationship-building rather than one-time gift requests.” 

 

2. Structure & Clarity in Prompting 

1. Be Direct and Specific: 
○ Provide concise context and explicitly state the desired output. 
○ Example: “Draft a 200-word blog post summarizing our nonprofit’s environmental 

impact in the last quarter, highlighting data on reforestation and wildlife 
preservation.” 

2. Include Key Details: 
○ Incorporate essential information like audience demographics, organizational 

tone, length requirements, or style preferences. 
○ Example: “Write a friendly, two-paragraph introduction for our volunteer 

recruitment manual, focusing on community-building and easy first steps.” 
3. Use Tiered Requests (If Needed): 



○ Break down complex or multi-part tasks to avoid confusion. 
○ Example: 

1. “First, list the top three challenges our new youth mentorship initiative 
faces.” 

2. “Next, propose strategies to address each challenge, providing short 
bullet points.” 

 

3. Leverage Context & Examples 

1. Feed the LLM Relevant Background: 
○ Supply relevant stats, success stories or policy guidelines to guide a more 

accurate response. 
○ Example: “Using these publicly available statistics on volunteer participation from 

last year’s community event, identify the key factors that motivated high turnout. 
Then propose strategies to maintain volunteer engagement year-round.” 

2. Provide Sample Answers or Desired Style: 
○ If you have a preferred writing style (e.g., a warm, relationship-oriented tone), 

share an example. 
○ Example: “Here’s our typical outreach tone: ‘We appreciate you and value your 

partnership in creating lasting change…’ Use a similar style in your response.” 
3. Include Constraints and Boundaries: 

○ Make explicit any ethical or practical limits to the answer. 
○ Example: “Suggest ways to respect the anonymity and dignity of beneficiaries in 

case studies, ensuring no personal data is revealed.” 

 

4. Iterate and Refine 

1. Ask Follow-Up Questions: 
○ Don’t treat the first response as final. Request clarifications or deeper insights. 
○ Example: “Please refine the language to be more concise and child-friendly.” 

2. Test and Validate: 
○ Compare the AI’s suggestions with real-world feedback—pilot the recommended 

approach in small doses, and refine based on results. 
○ Example: “We used your suggested social media caption at a local event; 

engagement was low. Can you provide a revised caption more suited for families 
with children aged 5–10?” 

3. Encourage Critical Review: 
○ AI outputs are not infallible. Assign staff or volunteers to review content for 

accuracy, ethics, and alignment with nonprofit values. 

 



5. Foster Responsible & Beneficial Use 

1. Respect Privacy & Data Sensitivity: 
○ Redact sensitive info (names, addresses) before sharing data. Ensure donors or 

beneficiaries cannot be easily identified through AI-generated content. 
2. Combat Bias & Stereotypes: 

○ Vet content and data sets for bias. If you detect prejudice or misrepresentations, 
correct them. 

○ Example: “Check the volunteer recruitment materials to ensure they’re inclusive 
and welcoming to all genders, ethnicities, and age groups.” 

3. Optimize AI for Positive Social Impact: 
○ Ensure that technology supplements meaningful human interactions—especially 

in mission-critical work such as counseling, mentorship, or donor stewardship. 

 

6. Techniques for Relationship-Centric Interactions 

1. Story-Driven Prompts: 
○ Encourage the model to create narratives that highlight relationships, empathy, 

and mission impact. 
○ Example: “Craft a short story showing how a $50 monthly donation can transform 

the life of a rescued animal, emphasizing the donor’s partnership in that 
transformation.” 

2. “We” Language & Collaboration: 
○ Use language that fosters shared purpose rather than top-down appeals. 
○ Example: “How can we invite donors to become ongoing collaborators in our 

mission to alleviate hunger in our county?” 
3. Personalization with Dignity: 

○ Avoid purely transactional personalization (like shallow name inserts); focus on 
deeper relational insights (donor interests, volunteer passions). 

○ Example: “Propose ways to reference a donor’s personal experiences or 
philanthropic interests in an event invite—without coming across as intrusive or 
inauthentic.” 

 

7. Common Pitfalls & How to Avoid Them 

1. Overreliance on AI: 
○ Always pair AI outputs with human review. Blindly following AI suggestions can 

lead to inaccurate or insensitive messaging. 
2. Misalignment with Organizational Values: 

○ Double-check that AI-generated messages consistently reflect compassion, 
equity, and inclusivity. 



3. Using Outdated or Biased Data: 
○ Consistently maintain data hygiene to reduce risks of generating biased or 

irrelevant content. 

 

8. Practical Examples of Effective Prompts 

1. Donor Engagement Prompt 
○ Basic Prompt: “Write an email to thank a donor.” 
○ Effective Nonprofit Prompt: “Compose a warm thank-you email for a donor who 

recently contributed $250 to help fund our new community library project. 
Highlight how this donation will support literacy programs for children. Use a 
friendly, appreciative tone of about 150 words.” 

2. Volunteer Recruitment Prompt 
○ Basic Prompt: “Draft a volunteer recruitment post.” 
○ Effective Nonprofit Prompt: “Draft a short, inclusive recruitment message (100 

words) encouraging community members to volunteer at our food pantry this 
holiday season. Emphasize the positive social interactions, the difference they’ll 
make for local families, and options for flexible scheduling.” 

3. Mission Storytelling Prompt 
○ Basic Prompt: “Tell a story about our nonprofit’s impact.” 
○ Effective Nonprofit Prompt: “In under 300 words, recount how our nonprofit 

helped Carlos, a single father, secure safe housing and job training. Focus on 
dignity, empowerment, and the supportive community network. Keep the tone 
hopeful and respectful, avoiding any personal details that might identify him.” 

 

9. Final Thoughts & Continuous Improvement 

● Feedback Loops: Incorporate staff and beneficiary feedback on AI-generated content or 
strategies. 

● Regular Audits: Periodically review AI-driven messaging for bias, compliance, and 
effectiveness. 

● Stay Updated: AI capabilities and best practices evolve quickly. Encourage ongoing 
learning and adapting. 

● Value Relationships: Always center on empathy, inclusivity, and mission impact. AI is a 
powerful assistant but cannot replace the genuine relationships that define successful 
nonprofits. 

● Leverage AI: Ask AI to enhance your prompts by proposing clarifications, suggesting 
more nuanced perspectives, or refining language so each iteration is more aligned with 
your mission and fosters stronger stakeholder relationships. 

 



Conclusion 
By crafting prompts that are clear, context-rich, and aligned with your organization’s goals, you 
can harness LLMs as a robust ally in your nonprofit work. Prioritizing empathy, focusing on 
inclusive language, and building from data-driven insights ensure that AI-assisted 
communications strengthen relationships rather than reduce them to mere transactions. As you 
integrate AI into your nonprofit’s workflows, remain committed to ethical and responsible 
usage—maintaining trust, transparency, and a spirit of collaboration at every step. 

Use this guide as an evolving toolkit. Continually refine your prompting strategies, experiment 
responsibly, and let each step of the journey reinforce both your organization’s mission and the 
communities you serve. AI will keep improving, and so will your ability to deploy it thoughtfully. 
When leveraged with care and purpose, LLMs can become a powerful catalyst for advancing 
your nonprofit’s vision for social good. 
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