TECHNOLOGY

How the Canadian Centre
For Christian Charities is
Using Al as a Writing Assistant

Introduction

This article explores the Canadian Centre
for Christian Charities’ (CCCC) journey
with generative Al—the various software
applications that generate words, code,
and analysis. Most of our research is still
underway, so we are forthright about our
concerns. We freely share with you our
self-imposed limitations when using
OpenAls ChatGPT and other third-party
applications powered by Al However, we
also share our optimism about its poten-
tial to help craft better communications
and work more efficiently. Finally, we
suggest several experiments people on
both sides of the philanthropy equation
can try as they learn about ChatGPT and
other generative Al

How CCCC got started with Al

CCCCs’s programs are diverse and many.
They include an accreditation program,
a pension program, a benefits program,
a help desk, and resources aimed at
helping our 3000+ members navigate
operational and regulatory complexity.
CCCC’s wide variety of programs gen-
erate a lot of documents! So, earlier this
year, when rumours of ChatGPT started
buzzing, we decided to explore its
potential benefits. Presently, only two of
our departments use Al as a writing
assistant. Our marketing department
uses it to generate copy for channels
like email and social media while our
publications department is using it to
generate document summaries, out-
lines, drafts, and for copyediting. This
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is a fraction of the possible applications
for Al, ranging from minute-taking to
financial analysis.

Al as a writing assistant for
marketing communications

CCCCs journey with generative Al
began in our marketing communications
department. In this digital age, crafting
the right message and delivering it to the
right audience at the right time can be a
daunting task. Larger charities have
teams of people with specialized skill
sets to manage print, digital, and social
media. Smaller charities limit themselves
to one or two methods of communica-
tion, such as a website, an email news-
letter, or a Facebook account. CCCC is
in the middle. We have big communica-
tion needs but a small team. So, we rely
on our tools, and Al was an emerging
tool we wanted to explore.

The first Al tools CCCC encountered
were add-ons to programs we already
use. While all of us were in the thick of
the pandemic, many existing software
companies were quietly experimenting
with AL CCCC was invited to test beta
versions of note-taking assistants, image
generators, and transcribers that were
add-ons to tools we already used. The
few trials we tried didn't work well.
They were a novelty. But, when Copy.ai
arrived, writers took notice en masse
(Daso 2021). In early 2022, we started
using Copy.ai to optimize the content
for our emails and social media posts.
Our Head of Marketing &

Paul B. Wolfe
CCCC Head of Knowledge
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Communications is still responsible for
the quality of everything that goes out,
but the process of managing various
outlines, drafts, revisions, and approv-
als is sped up. This is because Copy.ai
was one of the first reliable applications
of AT that was easy to implement in our
workflows. The interface helps
non-technical people create instructions
(prompts) for the Al, removing the
need to learn how generative Al works.
It was a quick decision because it
enabled our Department Head to spend
more time managing communications
and less time writing drafts.

Generative Al tools spread quickly
through the marketing world for two rea-
sons. First, chatbots are designed for
engaging communications—they work
very well for SEO, ad copy, and social
media. Second, people in marketing com-
munications already know what they're
looking for—they already know how to
write and how to identify effective writ-
ing. Copyai was one of the first to work,
but now there are many (G2 2023).

This remains the most common way
people use Al They keep using the
tools they already know, but choose to
add in the functionality of Al as it
becomes available. For readers who are
just getting started with generative Al,
we’d recommend you start with a trial
of a third-party application.

Identifying other uses
for generative Al

By February 2023, over 100 million



people had signed up for ChatGPT, and
13 million people were using it on a
daily basis (Hu 2023). People were
learning to write their own prompts, and
using it to write first drafts of novels,
computer code, instruction sets, poems,
and help desk articles. Al had forced
itself into my world, but for AT to be
useful, it must be reliable, keep informa-
tion safe, and produce a consistent prod-
uct. I decided to start learning through
experimentation.

Selecting source material to work with
Our team is familiar with documents like
the Registered Charity Information
Return T4033; Clergy Residence
Deduction T1223; and how to draft the
purposes for a charity GC-019. These
documents are in the public domain and
ChatGPT is already familiar with them.
Since our team knows and already uses
these guidance documents, they seemed
a natural choice of source material to use
for experiments.

Selecting a real-world
problem to solve

CCCC is a mid-sized charity with a
diverse team of professionals in HR,
marketing, IT, legal, accounting and
communications. While our team is uni-
fied by our support for Christian chari-
ties, our team members often find them-
selves speaking different professional
dialects and working with methodologies
learned through their training. A com-
mon way this reveals itself is when we
create documents. As the person respon-
sible for managing CCCC’s knowledge
base, one challenge is determining where
one professional world should end and
where another should take over in our
resource and document development.

My real-world problem and related
research question was, “Can ChatGPT
help identify, and make more efficient,
the process of creating training and guid-
ance documents, while retaining the
authoritative writing requirements of
various professions?” This is what I dis-
covered through my research so far.

Privacy and legal considerations
when working with ChatGPT

ChatGPT exists to become better

ChatGPT is a grand experiment with
broad terms of service. Its goal is to

become better, not to deliver a particular
level of service within a particular juris-
diction. From OpenAl’s perspective,

the information people enter into
ChatGPT is primarily used to help train
the software. This means that if people
enter enough trade secrets or proprietary
methodologies as part of their prompts,
ChatGPT will eventually recognize them
and be able to replicate them. For exam-
ple, if you ask, ChatGPT can write in the
style of William Shakespeare or
Christopher Walken, because enough of
their work is publicly available.

Currently, several provinces and the
Government of Canada have a joint
investigation into OpenAl They want to
ensure that OpenAl is gaining adequate
consent for the collection, use, and dis-
closure of the information entered into
the software (Office of the Privacy
Commissioner, 2023). This is good gov-
ernance. The current state of generative
Al is very similar to the early days of
Uber, which did not differ from getting
into a car with a stranger unregulated,
and really only designed to see if
ride-sharing would work. It did, and
now using Uber is a commonly used,
regulated service. But the methods,
rules, regulations, and boundaries of
ride-sharing evolved,; all as the service
grew. It was messy, and for now, so is Al
(Taratino and Walters 2023).

Because we understand it5s still an exper-
iment, we've constrained our informa-
tion to a few subject areas we know well.
By constraining our dataset, we've been
able to focus on processes, consistency,
and outcomes. To extend the Uber anal-
ogy, we've tried taking it to work once or
twice a week. We haven't sold our car
and given up our drivers license.

Al can help make decisions, but you
need to disclose how you use it

Canada is developing a set of rules to
govern the creation and use of emerging
forms of AL It’s called the Artificial
Intelligence Development and
Application Act (AIDA). At this point,
the forms of Al governed by AIDA aren't
clearly defined. But they will include Al
that can potentially harm people’s health
and safety, or violate their human rights,
whether on purpose or by accident. The
rules will also consider whether the sys-
tem disadvantages certain groups of peo-

ple or if there are already other laws that
address the risks it poses. ATDA will also
govern Al systems that can process data
about human activities and generate
content or make decisions, predictions,
or recommendations (Lucarini and
Walters, 2023).

The AIDA will be particularly important
to granting organizations that use Al to
set funding priorities, allocate budgets,
and evaluate proposals. Note that ATDA
will have requirements for risk manage-
ment, record keeping, notification, and
transparency. There will also be penalties
for noncompliance.

Suggestions to help you
experiment with Al

Buy the paid version

OpenAl encourages people to use the
latest version of the software, which is
GPT-4, and it is only available through a
paid subscription. When you start a new
chat, the free version has only 2000-
5000 words to use between your ques-
tion and the answer it generates. If your
question is long or it contains a docu-
ment, the answer is often truncated and
must be generated through a series of
continuations. With GPT-4, you can ana-
lyze documents of 12,000 words and
still have answers of equal length, and
the current 25,000 envelope seems to be
expanding as the product develops. For
an excellent summary of GPT-4’ full
specifications, I would encourage you to
read Mohammed Lubbad’s comprehen-
sive article in Medium.com (Lubbad,
2023).

Watch videos until they start to
become redundant

There are hundreds of excellent tutorials
on YouTube about how to get started with
any version of ChatGPT. In fact, there’s
more than usual because GPT can be
used to write outlines and scripts for
instructional videos! There’s been a flood
of people creating videos that all seem the
same and it is helpful to watch videos
until they become redundant. Then start
searching for videos on specific skills.

If you find you're not interested in learn-
ing how to prompt ChatGPT, be assured
there are thousands of skilled tech pro-
fessionals building new GPT powered
start-ups. Every knowledge-based indus-
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try, including the RFP software develop-
ers, is seeking ways to make using gen-
erative Al easier. Keep your eye out for
new easy-to-use apps that meet your
needs or ask the software providers you
already use if they are building an add-
on feature. Currently, almost a dozen
programs we use at CCCC have beta or
active Al functionality.

For those who prefer to read, OpenAl
has a helpful starter’s guide written by
Jessica Shieh called Best practices for
prompt engineering with OpenAI APIL.
Create a prompt library

Creating a prompt library is helpful if
you want consistent and reliable results
from GPT-4. You can organize them by
function or document type. Prompts can
be used for analysis, comparison, revi-
sion, copyediting and idea generation.
They can be gathered or varied through
experimentation, from articles and vid-
eos that teach you how to accomplish
specific tasks, or even by asking
ChatGPT for suggestions about how to
get the results you want.

As you use them, you can improve them.
This will save time and help you track
progress as you continue experimenting.
It also helps you adjust your work as
ChatGPT evolves over time. A prompt
used a month ago will yield a different
result today, so it’s helpful to know how
it worked last time. Keeping records can
improve your work over time.

Examples of experiments

In this final section, I provide three exam-
ples of experiments I ran to help me see if
ChatGPT could help me break out mun-
dane writing tasks from CCCC docu-
ments so that our professionals could
focus on more high-value writing. Then, I
provide three experiments for grant mak-
ers and three for grant writers. Each
experiment has a title, an explanation of
the expected end-result, and a suggested
prompt you can put into any version of
ChatGPT. T encourage you to try them.

CCCC documentation experiments

Identify the instructions and steps within
a document.

Government documents often conflate
definitions, suggestions, and steps. They
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also tend to run off on rabbit trails, try-
ing to address every possible scenario for
every possible charity. It is a time-con-
suming task to read, understand, and
break out ordered steps when a list is
not already provided. To save our profes-
sionals’ time, 1 used this prompt on gov-
ernment documents and forms to identi-
fy instructions and steps within a docu-
ment. Our professionals only need to
validate or improve the list.

Suggested prompt: “This is text from a
government form. Please analyze the
information and rewrite it as a series of
steps. Name each step. ### {paste text
here} ###.”

Create a glossary from a document

Government documents often have techni-
cal or legal terms. Some are defined, but
many aren't. This can be particularly diffi-
cult for new Canadians or lay people in
volunteer roles. While glossaries do exist,
it is tedious to ask experienced profession-
als to locate or write glossary definitions. I
used this prompt on government docu-
ments and forms to identify important
terms. Our professionals only need to vali-
date or improve the definitions.

Suggested prompt: “This is text from a
government form. Please analyze the
information and identify important
terms. Write glossary definitions for each
term using this format:

Name of Term

Glossary Definition

Example

### {paste text here} ###.”

Create a learning module outline from
a document

This is a more complex prompt. It
explains what GPT is reviewing, what it
should do, and sets an order for the
results. For this example, I've used
Section D of T4033 as my target docu-
ment. [ would then paste the text into the
correct location in the prompt. I've used
this prompt to help me create outlines for
resource manuals. I've also compared and
contrasted the results of these prompts to
our existing resources, looking for ways
we can improve. This level of analysis
helps us plan our writing and revisions.

Suggested prompt: “This is the text
from Section D of the T3010. Please cre-

ate the outline for a learning module that
will help a person complete Section D.

- Include headings

- Write an introduction paragraph for
each heading

- Identify important terms

- Write an introduction and conclusion
for the whole module

- Write an example exercise for the
whole module that includes financial fig-
ures ### {paste text here} ###.”

Experiments for grant reviewers
and program managers

Create grant evaluation criteria for a
range of ages and geographical
regions.

The criteria for evaluating grant applica-
tions can vary based on the specifics of
the project. With GPT-4, grant evaluators
can create a customizable and compre-
hensive set of evaluation criteria that can
be tailored to each unique grant applica-
tion.

Suggested prompt: “Create a set of eval-
uation criteria for a grant application for
a community arts initiative focusing on
youth engagement. The evaluation crite-
ria should consider age ranges (e.g.,
early childhood, adolescence, young
adulthood) and geographical regions
(e.g., urban, rural, suburban) to ensure
inclusivity and relevance to diverse
youth populations.”

Create a list of questions for grant
applicants that request program data
and long form answers

When reviewing grant applications, it’s
crucial to ask applicants the right ques-
tions to gather additional information or
clarify certain aspects. GPT-4 can be
used to generate a list of relevant ques-
tions based on the contents of the appli-
cation.

Suggested prompt: “Generate a list of
open-ended questions for a grant appli-
cant proposing a project to provide clean
drinking water in a remote community.
The questions should solicit detailed
information, including specific numeri-
cal or financial data, to better under-
stand the project’s budget, cost estimates,
funding sources, and sustainability
plans. Number each question and group
questions under headings.”



Reviewing and providing feedback on
grant applications

For those who review grant applications,
GPT-4 can be a useful tool for generating
detailed and constructive feedback. By
providing the Al with key aspects to
consider (such as clarity, relevance, and
feasibility), grant evaluators can auto-
mate the initial review process and focus
on more nuanced considerations.

Suggested prompt: “Review a grant
application that seeks to improve literacy
rates in rural areas. Focus on clarity, rele-
vance to the community, and feasibility
of the proposed solutions. Create head-
ings for each section.”

Experiments for grant writers to
various grant programs

Arts program stressing cultural diver-
sity and inclusion in a metro area

This prompt helps focus GPT on an arts
grant for cultural diversity and social
inclusion in a metropolitan area. The
result should highlight the importance of
engaging underrepresented communi-
ties, fostering collaboration among
diverse artists, and emphasizing the
potential impact on local cultural heri-
tage. This would create an initial draft
that a writer could improve.

Suggested prompt: “Develop a grant
proposal for an arts program that aims to
promote cultural diversity and social
inclusion in [city name] metropolitan
area. Emphasize the program’s ability to
engage underrepresented communities,
foster collaboration among diverse art-
ists, and highlight the potential impact
on local cultural heritage. ### {paste
program report here} ###.”

Science scholarship grant

This prompt will create a first draft for a
science scholarship grant. Grant writers
should also be able to add supplementary
material such as a transcript or student’s
CV. The proposal will focus on promoting
equity and diversity in STEM fields by
showcasing their program’s ability to sup-
port talented students from underrepre-
sented communities and empower them
to pursue science careers.

Suggested prompt: “Create a grant pro-

posal for a science scholarship program
targeting high-achieving students with a
particular interest in biology. Focus on
the importance of fostering scientific
curiosity, providing mentorship opportu-
nities, and addressing barriers to access
in science education to promote equity
and diversity in STEM fields. ### {add
CV here} ###”

Operational grant for a building

This is a prompt for a general operation-
al grant. It focuses the writer’s attention
on the benefits of the building rather
than the need of the organization. It
gives the writer placeholders where they
can insert operational figures and discuss
variances. It is a good first draft.

Suggested prompt: “Prepare a grant pro-
posal for an operational grant to support
the maintenance and sustainability of a
community center building. Outline the
building’s role as a hub for social services,
education, and recreational activities, and
demonstrate how the grant will ensure
efficient facility management, promote
energy efficiency, and improve accessibili-
ty for diverse community members.”

Conclusion

As we conclude, you may be wondering
if we used Al to help write this article.
Yes, absolutely. We used GPT to create
an initial outline, and to do the first
drafts of the experiments that were not
developed by CCCC. We used it to gen-
erate ideas or options on how the article
could go. Then we selected the options
that worked best. We used it to have
chats about some of the resources we
reference, and GPT's responses influ-
enced our thinking. We used it to proof-
read and copyedit the article, and often
it provided clearer ways of saying things.
We could not use GPT-4 for primary
research as most of this article is based
on personal experience. Ultimately, every
paragraph in this article had to be writ-
ten, edited, reviewed, and approved by a
human. The real benefit is that we were
able to do all this a bit faster using Al

The path to a safe, secure, and reliable
integration of Al into CCCC’s workflows
will be a long journey. We are having
some success using it to analyze docu-
ments, create lists, write glossary terms,

and identify ways we can improve. In
the long run, it is likely that we will
leave the prompt engineering up to
third-party apps and only use GPT-4 for
specific analysis tasks.
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