BOARD REPORTING & GOVERNANCE
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A PROMPT

WWirite o thank o e 1o fme-
Flivrie Ao

Croate a major donor sl

List ieas for & monthly donor
roterticn carmpaign.

Writie & case statement for our nonprofit

Create a donee segmantation strategy,

Diraft a year-end giving appeal email

Wirite social media copy to thank donors,

Cronte a danor survey to gather
feedback

Wite a tribute gift scknowdedgrment.

List stewardship ideas for major donors.

Al PROMPT
Write an executive director
ropart.
Créeate a board meeting
agonda.
Write board mesting minutes
template.

Explain fiduciary responsibility
of board members.

Create a board committes
charter,

List questions for board
financial oversight.

Write a board self-assessmant
sumvey.

Craate a governance
calendar.

Write a conflict of interest
policy.

List best practices for
nonprofit gowernance.

ideas.

EXAMPLE DUTPUT
Summary of programs,
metrics, and updates.
Agenda with items, time,
and owner.

Template for recording
FAnULEE,

Clear explanation of
fidueiary duties,
Sample charter for a
commities,

10 questions. board should
ask.

CQuestions to evaluate board
effectivenass.

Annual calendar of board
responsibllities.

Policy template for
board and staff.

10 governance best
practices,

EXAMPLE QUTPUT

Waorm thank-you letter expressing n
gratitude and impact.

email Per ized email requesting 12
major gift suppar.
5 creative stewardship 13
and engogement ideas.
Compaling case statement 14
showing need and impact.
Segments with giving history 15
and engagement tacties.
Ernotional year-and appeal 16
omail draft,
Shert, grateful social post 17
for danars.
8 guestion survey to understand 18
danar eaperience.
Lenter acknowledging tribute 12
gift and honaring the porson.
10 personalited stewardship 20
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Al FROMPT

Fird grant opporiunities for our
nanprokit migsicn,

Wiite a grant narrative for a youth

pragram,
Create a grant budget termplate.

Wirite measurable outcomes
for a grant.

Draft a logic model for our
g AT,

List comman grant compliance
requinaments,

Wirite a grant sustainability plan.
Croate a grant reporting timefine.

Weritis & grat follow-up email

SuriMarise our program for
a grant abstract.

dh HUMAN RESOURCES

Al PROMPT
Wite a job desgription for a
Program Manager.

Create an employee
handbook outline,

Write a new employee
wisleome email.

Create a performance
avaluation template.

List professional development
ideas for stal.

Write an internal
communication plan.

Create an employes

Write a remote work policy,

List onboarding steps for

nenw hires.

Write an exit interview
questionnaine,

EXAMPLE QUTPUT

List of potential grants with
links and deadlines.

Compeiling narrative aligned
with funder priorities,
Detadled budget template
by category.

3-5 SMART cutcomes
for evaluation.

Logic model with inputs,
OUTHLLS, SULCHMES,
Checklist of compliance
reguinemaents.

Plan showing leng-term
sustaenabiliny.

Timaline of reports
and due dates.

Professional follow-up
email to funder.

Concige 160-word
PrOGram Summary.

EXAMPLE DUTPUT
Job description with duties
and qualifications.
Outfine of handbook
sactions.
Warm welcome email
termplate.

Evaluation form with
eriteria.

10 ideas for staff growth
and training,

Plan to improve internal
communication,

Pragram ideas to recognize
amployees.

Policy with expectations
and guidelines.
Step-by-step onboarding
checkdist.

Questions to gathar
feedback from exiting staff,
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FOR NONPROFIT LEADERS

Across 10 Essential Nonprofit Workflows

&, FUNDRAISING & DONOR DEVELOPMENT E‘f GRANT WRITING & COMPLIANCE
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Al FROMPT
Coeale an annial operating
budget outline.
White a cash flow forecast
template.

Explain fund accounting
in simple terms.

Create a budget ve. actual
repart summary.

‘Wiite a financial policy on
reserves.

Craate 8 rmonthly financial
closa checidist,

‘Write a narrative for financial
statements,

Craate a capital campaign
budgat.

List financial KPis for
nonprofits,

Create & mulli-yeas budget
projection.

Al PROMPT
Write pregram goals and
objectives.
Create a program evaluation
plan.
Liat outcome metrics for a
FRENLOTInG progran.
Write a success story
template,
Create a logic model fora
niw program.
Writa & program progress
report.
List program improvement
strategies.
Writes impact statement for
annual report.
Create a participant
feedback survey.

‘Write @ program Summany
for donars,

RESOURCE
100 Ready-to-Use

Al Prompts to Save Time,
Waork Smarter &
Increase Impact!

EXAMPLE QUTPUT
Budget categones with
deserigtions.
12-maonth cash flow
forecast template,

Eany enplanation of fund
aceounting.

Summary analysis of budget
wi, actual resufts,

Reseree policy with
recammeandad levels.
Stisp-by-stop monthly close
chackiist,

Board-ready financial
nadrative,

Budget for a capital
CampoEgn.

10 key financial metries
and definitions,

3-5 year budget
projection temglate.

EXAMPLE OUTPUT
SMART goals and
objectives.

Plan with methods and
Measures,

Metrics for measuring
SUCCESS.

Template to capture
elient stories,

Logic model with
components.

Report summarizing
progress and impact,

5 strategies to improve
PrOGrams,

Impact statement
highlighting results,
Survey to collect feedback
from participants.
Donor-ready summary of
program impact.

1:]3 MARKETING & COMMUNICATIONS w‘* VOLUNTEER MANAGEMENT RISK MANAGEMENT & INTERNAL CONTROLS
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Al PROMPT
Write a social metina post
prometing an event.

Create a social media
content calendar.

Write an email newsletter
intro,

Create talking points for
rrlia irterview.

‘Write 8 press release
AN

List content ideas to engage
donors.

Create a brand messaging
satement.

Write a domor impact story
plan,

Create a communications
plan.

Write a call-to-action
for donations.

EXAMPLE OUTPUT
Enpaging post to
promote event.

30-day calendar with
post ideas,
Anention-grabbing
newsietter intre.

Key messages for
ApOkeLperaon.

Press release for a
NEws announcemant.
10 eantent ideas for
engagement.

Clear brand messaging
statement.

Inspiring story for
wabiste,

Plan with goals, audiences,
and channels.

Compelling CTA for
donations.

EXAMPLE OUTPUT
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Bl PROMPT
Write a volunteer job
deseription.
Create a velunteer
recruitment fiyer,
Write & volurteer walcome
letter,

Create a volunteer
afientation agenda.

List volunteer recognition
idoas,

Write a volunteer
retention strategy.

Create a volunteer signup
form,

Write a thank-you note to
valunteers,

List velunteer roles for
events,

Create a voluriesr
handbook outline,

EXAMPLE QUTPUT

Role description for
volunteers,

Flyer text to recruit
volunteers,
Welcorme letter for
e volunteers.

Agenda with toapics
and tirme.

10 ways to recognize
voluntoers,

Strategies to encourage
retention,

Form to colléct volunteer
information.

Huartfelt thank-you
message,

List of roles needed far
BVEnts.

Outline of volunteer
handbook.

HOW TO USE THESE PROMPTS
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Al PROMPT
‘Write an internal controls
policy.
Create a fraud preventicn
checklist,
List commaon nonprofit
risks,
Write a risk assessment
template,
Create a data security
policy.
List audit preparation
steps.
Write a whistleblower
policy.
Create a disaster recovery
plan outline.
List key compliance
requirements,

Write an internal audit
plan.

EXAMPLE OUTPUT
Policy to strengthen
internal controis
Checklist of fraud
Prevention steps.

List of oparational and
financial risks,

Template to assess
rigks,

Policy for protecting
data,

Step-by-step awedit
prop checkiist,
Palicy 1o encourage
FepOrting.

Outline for disaster
recovery plan,

List of federal and state
requirements.

Plan for internal
audit activities.

ABOUT ATOP FINANCIAL SERVICES

# Al PROMPT
g7 | cummentormstivg oo Qonciie smmisy ol ey o, s ATOP Financial Services helps nonprofits,
52  Draft a standard operating Step-by-step SOF document. & Cop‘,r A prompt and Pt it ll"ItFl ?«our churches, and govemment-';unde:l) :
procedurs Al tool (ChatGPT, Claude, Gemini, etc.). e 2%
93  Croate an FAQ for cur nanprofit,  Listaf FAGS with lsar answers. organizations strengthen financial
94  Wiite a board updote one-pager.  List of creative campaign ey updates.  Add your organization's details for management, ensure compliance,
96  Generate ideas for Detailed blog sutline better results. and a‘:hiev\e Iastl'ng impa‘:t'
tor a blog.
97 Translate denor impact Spanish translation of impact story, & Review, edit and customize the
gg  Creste a SWOT analysis SWOT analysiz with output as needed. E: ‘ . ﬂ
for cur nonprafit, o —
Brainat it List of potential Save til
I {;f'::roﬂqfi:n.nmw Sz @ time and focus ﬂ-]‘:l what Accounting Financial Reporting  Grant Compliance
matters most—your mission!. & Bookkeeping & Dashboards & Budgeting Consultln-g

100  Help ma priofitize my Prioritized task st with focus areas,

dplly tashs.

@ www.atopservices.com Accounting Expertise. Al Innovation. Mission Imp FOLLOW US @ o @ 0




