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	About This Guide
DC CAP's Claude for Nonprofits subscription gives every staff member access to one of the most capable AI assistants available today, both in model capacity and harness capability. This guide shows you how to use it effectively — from your first question in Chat to full team document workflows. Read it once to build your mental model, then return to specific sections as needed.



This guide is a practical how-to. It does not replace DC CAP's AI Governance Framework, which governs data privacy, appropriate use, and role-based access. If you have questions about what you should or should not do with Claude, consult the Governance Framework first.
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[bookmark: _Toc224109806]1. What Claude for Nonprofits Is — and Is Not
Claude is a reasoning partner powered by Anthropic's large language model. At DC CAP, it supports grant writing, board communications, program analysis, student-facing content, data interpretation, document creation, and more. The more context you give it, the better its outputs become.
Understanding what Claude does and does not do is the foundation of using it well.

	Claude is / is not
	What that means in practice

	Claude is
	A drafting engine, analytical partner, and document creator. It generates text, tables, slides, code, and analysis on demand.

	Claude is not
	A search engine. Claude draws on its training, not live internet data, unless you paste content in or attach files.

	Claude is
	Persistent within a conversation. It remembers everything you have said in that session and builds on it.

	Claude is not
	A document repository or version control system. Outputs must be saved to SharePoint or Google Drive.

	Claude is
	A team-ready tool. Projects allow shared context, shared knowledge, and shared conversation history.

	Claude is not
	A simultaneous co-editor. Two staff members cannot edit the same Claude response at the same time.



	The Fundamental Mental Model
Think of Claude as the smartest, fastest colleague you have ever worked with — but they need to be briefed every time because they forget everything you’ve ever talked about, each time you talk to each other. The more clearly you explain your task, audience, format, and constraints, the better the result. Vague requests produce vague outputs. 

Explaining again and again is also inefficient and frustrating. To bridge this gap (the amnesia of Claude and the necessity of redelivering context), it is critical to embed context where appropriate to inform, but not overwhelm and distract, Claude. This is an art and a science, and the user guide will address general and finer points to making this effective for you.




[bookmark: _Toc224109807]2. Two Ways to Access Claude
DC CAP staff access Claude through two environments. Choose the one that fits the task.
[bookmark: _Toc224109808]The Web Interface — claude.ai
Open your browser and go to claude.ai. Log in with your DC CAP organizational credentials. This is where most staff will do their daily work — conversations, Projects, file uploads, and shared team spaces. No installation required.
Best for: writing, analysis, research, Q&A, grant work, document drafting, and anything team-facing.
[bookmark: _Toc224109809]Cowork — The Desktop App
Cowork is an advanced desktop application that gives Claude direct access to files on your computer. It adds several capabilities not available in the web interface:
1. DC CAP-specific Skills — pre-built expert workflows that encode DC CAP's voice, framing rules, and document formats
1. Connectors — live integrations with Monday.com, Canva, and Google Drive
1. File creation — Claude can produce actual Word docs, PowerPoints, Excel workbooks, and PDFs you can open directly
1. Complex multi-step workflows — Claude can plan, execute, and verify sequences of tasks autonomously

Best for: creating formatted deliverables, running automated workflows, and connecting Claude to your organization's tools.

	New to Claude? Start Here.
If you are using Claude for the first time, start with the web interface at claude.ai. Get comfortable with Chat and Projects first. Move to Cowork when you are ready for more powerful workflows or need to create formatted files. It is not immediately necessary to use Cowork in order to get major value add from AI.




[bookmark: _Toc224109810]3. Using Chat — Your Everyday Workspace
A Chat is a single conversation with Claude. When you open Claude, you see a text box. Type your request and press Enter. That is the entire interface.
[bookmark: _Toc224109811]Starting a Conversation
Type in plain language. Claude understands natural language — no special commands or syntax required. Examples that work exactly as written:
1. "Summarize the DC CAP Impact Report and pull out the three main findings." (with a PDF attached)
1. "Draft a follow-up email, using our email skill, to our university partner after last week's site visit. Warm but professional. Here’s the context you need to make a strong draft…”
1. "Review this grant narrative for the Gates Foundation and flag anywhere our framing sounds defensive. I am including the RFP and the evaluation criteria here, as well.

[bookmark: _Toc224109812]Uploading Files
Click the paperclip or attachment icon to upload files. Claude can read PDFs, Word documents, Excel files, CSV data, images, and plain text. Attach multiple files in one conversation. Referencing a file you uploaded earlier in the same conversation works without re-uploading.

[bookmark: _Toc224109813]Continuing and Refining
Claude remembers everything in the current conversation. When you get a draft, respond with specific feedback rather than starting over. "The second paragraph is too long and buried the key outcome — revise to lead with the 90% retention rate" is faster and more effective than beginning a new chat.

[bookmark: _Toc224109814]Organizing Your Conversations
All Chats are saved in the sidebar. Rename them immediately after you start, using a clear naming convention so you can find them later. Good naming examples:
1. Gates FY26 — Needs Statement Draft
1. Board Meeting March 2026 — Prep Notes
1. KPMG Grant — Progress Narrative Q1

[bookmark: _Toc224109815]When Chat is the Right Tool
1. Quick drafts or edits you are doing on your own
1. One-off research and analysis
1. Exploring or stress-testing an idea
1. Tasks that do not need team visibility

	Chat Does Not Replace Projects for Team Work
If multiple people need to work on the same output or access the same Claude context, use a Project (Section 4). Chat is personal. Projects are shared.




[bookmark: _Toc224109816]4. Using Projects — Your Team's Shared Space
A Project is a shared workspace in Claude where your team works under the same context, instructions, and knowledge base. Think of it as a fully briefed-in colleague that any team member can call on at any time, and who always remembers the same organizational context.

[bookmark: _Toc224109817]What Makes Projects Powerful
1. tell Claude once what your team does, how it communicates, and what it should always know. Every conversation in the Project starts from that foundation — no re-briefing required. Shared Instructions
1. upload reference documents to the Project and Claude can draw on them in every conversation. A grant Project might hold the organization's narrative arc, last year's funder report, and outcome benchmarks. Claude can cite and apply them automatically. Shared Knowledge
1. every conversation inside a Project is visible to all Project members. If a colleague drafted the executive summary yesterday, you can see what they asked and what Claude generated — and build on it directly. Shared Conversation History

[bookmark: _Toc224109818]Creating a Project
1. In Claude, click "New Project" in the left sidebar.
1. Name it clearly, matching the workflow it supports (e.g., FY26 Grants, Board Materials Q1, Student Comms Spring 2026).
1. Write the Project Instructions — see below.
1. Upload any standing reference documents (strategy memos, approved data, brand guidelines excerpts).
1. Invite your teammates from the Project settings.

[bookmark: _Toc224109819]Writing Strong Project Instructions
Project Instructions are the most important part of a Project setup. They are a one-time briefing that every conversation inherits. Write them as if you were onboarding a very capable new hire on their first day.
A strong set of Project Instructions includes:
1. Who DC CAP is and what this Project supports
1. The primary audience for outputs (funder, board, students, internal)
1. Voice and tone expectations
1. Specific framing rules or data sources Claude should always apply
1. Anything Claude should never say or do in this context

	Example: Project Instructions for a Grants Project
You are supporting DC CAP's development team with grant writing. DC CAP is a private nonprofit that eliminates the higher education achievement gap for DC students by providing scholarships, coaching, and university partnerships. Our scholars are first-generation, low-income students who are college-ready but resource-constrained.
Always lead with outcomes before program description. Use our three-way benchmarking framework: DC CAP scholar outcomes vs. DC Metro average (~23%) vs. national FGLI baseline (11%). Never use "at-risk," "underserved," or "marginalized" as primary descriptors. Funder materials should omit the Gold color from our brand palette — use Navy, Purple, and Blue only.
When in doubt, ask whether the framing centers the student's agency and achievement, not DC CAP's intervention.



[bookmark: _Toc224109820]What to Upload to a Project's Knowledge Base
	Project Type
	Recommended Uploads

	Grants Projects
	RFP documents, DC CAP strategy and narrative, QA'd outcome data, previous grant reports

	Board Materials Projects
	Prior board decks, strategic plan, CEO talking points, board member bios

	Program Strategy Projects
	Coaching guides, Salesforce field definitions, program benchmarks

	Student Communications Projects
	Voice and tone guide, scholarship FAQs, approved student language

	General Org Intelligence
	DC CAP strategy and narrative, brand guide, approved statistics and impact report



[bookmark: _Toc224109821]How Team Members Use a Shared Project
Once you are added to a Project, open it from the sidebar and start a new conversation within it. Your conversation will inherit all Project Instructions and have access to all uploaded files.
You can see your teammates' previous conversations in the Project. If someone started a draft or ran an analysis, you can read through their conversation and pick up from there. You cannot edit their conversation, but you can start a new one that references what they produced.

	Key Limitation to Know
Project conversations are visible to all Project members — but Claude cannot merge or compare conversations automatically. If two people generate separate drafts in the same Project, reconciling them still requires human judgment. Projects give you shared context and visibility, not automatic document merging.




[bookmark: _Toc224109822]5. Using Cowork — The Desktop Power Tool
Cowork is a desktop application that adds three capabilities that the web interface does not have: Skills, Connectors, and direct file access. It is designed for staff who want to create polished deliverables, run multi-step workflows, or link Claude directly to DC CAP's operational tools.

[bookmark: _Toc224109823]Getting Started
1. Download and install the Claude Desktop App.
1. Launch Cowork (toggle the button on the top of the app from “Chat” to “Cowork”) and select a working folder on your computer. This is where Claude will save files it creates.
1. Log in with your DC CAP Claude credentials.

[bookmark: _Toc224109824]The Key Difference from the Web Interface
In the web interface, Claude generates text that you copy and paste. In Cowork, Claude creates actual files. Ask for a Word document and Cowork delivers a .docx you can open in Microsoft Word. Ask for a board deck and you get a fully formatted .pptx. Ask it to update a Monday.com board item and it does so directly.

[bookmark: _Toc224109825]When to Use Cowork
1. Creating formatted deliverables: Word documents, PowerPoint presentations, Excel workbooks, PDFs
1. Connecting to DC CAP's tools: Monday.com, Canva, Google Drive
1. Running DC CAP-specific Skills (see Section 6)
1. Working with files on your computer (editing, combining, extracting content)
1. Complex multi-step tasks where Claude needs to plan and execute a sequence of actions

[bookmark: _Toc224109826]Selecting a Working Folder
When you launch Cowork, it will ask you to select a folder. This is where Claude will save any files it creates and where it can read files you want it to work with. Use a dedicated folder in your DC CAP OneDrive or SharePoint sync location so files are automatically backed up.
[bookmark: _Toc224109827]6. Skills — Expert Workflows Built for DC CAP
Skills are pre-built, expert workflows embedded in Cowork that encode DC CAP's organizational knowledge. They apply the correct voice, framing rules, data language, brand formatting, and document structures automatically — so you get consistent, on-brand outputs every time without having to re-explain context.
[bookmark: _Toc224109828]How Skills Work
You do not activate Skills manually. Cowork detects what you are trying to do from your request and activates the appropriate Skill automatically. Ask for a board deck and the Board Deck Skill loads. Ask to write an email and the Email Writer Skill loads. Ask to create a grant proposal and the Funder Framing Skill activates alongside Org Intelligence.
You will see a note in the interface when a Skill activates, confirming it is loaded.

[bookmark: _Toc224109829]DC CAP's Active Skills
	Skill
	When It Activates
	What It Does

	Email Writer
	You ask to draft or write an email
	Writes in DC CAP's voice for the correct audience — funders, board, partners, internal, student-facing

	Board Deck
	You mention board deck, board meeting, or BoD presentation
	Full workflow from intake questions through a branded, on-format PowerPoint file

	Funder Framing
	Grant proposals, LOIs, development communications
	Applies approved funder language, outcome-first framing, benchmarking framework, and evidence structure

	Executive Summary
	Summaries, memos, briefings, decision documents
	BLUF structure, board-ready formatting, 1–2 page output

	Data Interpreter
	DC CAP program data and outcomes
	Correct baselines, three-way benchmarking, audience-specific framing (funder / board / media / policymaker)

	DC CAP Org Intelligence
	Any DC CAP-specific communication
	Verified facts, program details, scholar scale, framing rules — available to any output

	DC CAP Brand
	Any branded document creation
	Colors, fonts, logo rules, voice guidelines

	PPTX
	Any presentation creation request
	PowerPoint generation with proper formatting

	DOCX
	Any Word document request
	Word document creation with professional layout

	XLSX
	Any spreadsheet work
	Excel workbook creation and data formatting

	PDF
	Any PDF task
	PDF extraction, creation, form filling, and manipulation



[bookmark: _Toc224109830]Getting the Best Results from Skills
The more specific and complete your request, the better the Skill's output. A vague request produces a generic result. Concrete requests produce targeted, usable outputs.

	Prompting Skills: Better vs. Weaker Requests
Weaker: "Write something for the Gates Foundation."
Better: "Write a 3-paragraph grant narrative for the Gates Foundation FY26 renewal. Focus on Ward 7 and 8 scholar outcomes and connect it to our new Career-Connected Learning pillar. Audience is a program officer who already knows DC CAP well."
Weaker: "Make a board deck."
Better: "Create the March 2026 board deck. The three strategic priorities to highlight are Career-Connected Learning launch, the College Navigator tech build, and the DC TAG policy update. The one decision the board needs to make is whether to expand Ward 7/8 scholar eligibility to include residence, not just school location."



[bookmark: _Toc224109831]Requesting New Skills
If you find yourself making the same type of request repeatedly — especially requests requiring specific DC CAP framing, data, or formatting — that is a strong candidate for a new Skill. Contact the Innovation Hub to request one. Skills are built and maintained by the Innovation Hub team and are available to all Cowork users.


[bookmark: _Toc224109832]7. Connectors — Claude Linked to Your Tools
Connectors are live integrations that let Claude read from and write to DC CAP's operational platforms directly from the Cowork interface. Instead of exporting data, reformatting it, and re-entering it somewhere else, you can ask Claude to do it in one step.

[bookmark: _Toc224109833]Active Connectors at DC CAP
	Connector
	What You Can Do
	Example Request

	Monday.com
	View and filter board items and task lists
	"Show me all open items in the KPMG grant board that are past due."

	Monday.com
	Update item statuses and column values
	"Mark the Q1 funder report item as In Review."

	Monday.com
	Create new items or add update notes
	"Add an update to the College Navigator item: design review completed March 10."

	Monday.com
	Pull board data for analysis or reporting
	"Summarize the status of all items in the Innovation Hub board this week."

	Canva
	Search existing designs in your Canva account
	"Find the last DC CAP Instagram post about scholarship applications."

	Canva
	Generate new designs from a description
	"Create a social media graphic for the March scholarship deadline announcement."

	Canva
	Export designs to image or PDF
	"Export the spring recruitment flyer as a PDF."

	Google Drive
	Search and read documents
	"Find the Q2 program report in my Drive and summarize the key findings."

	Google Drive
	Create new documents with content
	"Create a new Google Doc with the grant narrative I just drafted."



[bookmark: _Toc224109834]How to Use Connectors
No special syntax is needed. Just describe what you want Claude to do and mention the tool. Claude will recognize the request, use the appropriate Connector, and show you what it did.

	Connector Permissions
Connectors operate under your existing permissions in each tool. Claude can only access Monday.com boards you have access to, Canva designs you can see, and Drive files in your account. It will not access anything your normal login cannot access.



[bookmark: _Toc224109835]When Connectors Are Not Available
Connectors are only available in Cowork. They do not appear in the Claude web interface (claude.ai). If you need to work with data from Monday, Canva, or Drive in a Chat or Project, export the content and paste or attach it manually.


[bookmark: _Toc224109836]8. The Collaboration Workflow — How We Work Together
This is the section most teams get wrong when they first adopt Claude. The confusion usually sounds like: "Do we both work in Claude and track versions there? Or do we save a live document in SharePoint and come back to Claude to edit it?"
Here is the direct answer.

	The Core Model
Claude is the creation engine.
SharePoint (or Google Drive) is the collaboration and storage platform.
These two tools do different jobs. Claude drafts, analyzes, and creates. SharePoint stores, versions, and enables simultaneous co-editing. Trying to use Claude as a document repository creates confusion and lost work.



[bookmark: _Toc224109837]The Standard Workflow
1. Brief Claude — in a Project (shared) or Chat (personal). Describe the task, audience, format, and any source material.
1. Claude generates the draft, analysis, or document.
1. Save the output to SharePoint or Google Drive. This is now the live document. Copy-paste into Word, or in Cowork download the .docx or .pptx Claude created.
1. Your team reviews and edits in SharePoint. Use co-authoring, comments, and version history — all tools SharePoint does well.
1. For further Claude refinement, paste the current SharePoint document content back into Claude (or attach the file). Claude revises. You update the SharePoint file.

SharePoint is always the single source of truth. Claude is always the drafting engine. The workflow goes back and forth between them.

[bookmark: _Toc224109838]Version Control
Version control lives in SharePoint, not in Claude. Use SharePoint's built-in version history to track changes over time. Naming conventions also help — save drafts with clear version labels (v0.1, v0.2, Review Draft, Final).
Claude's conversation history is not version control. A conversation is a log of a working session, not a document archive. Always treat the SharePoint file as the master.

[bookmark: _Toc224109839]Setting Up a Team Project for Recurring Work
For any workflow that involves more than one person or recurs across time (grants, board materials, program communications), create a shared Project in Claude:
1. Create a Project with a clear name matching the workflow.
1. Write Project Instructions that brief Claude on the context, audience, and framing rules.
1. Upload standing reference documents — prior outputs, data, brand guidelines.
1. Invite all team members who will work on this.
1. Everyone now starts from the same Claude "briefing" whenever they open that Project.

[bookmark: _Toc224109840]What Team Collaboration Looks Like in Practice
Team members in a Project can see each other's conversations. If your colleague drafted the needs statement, you can open their conversation, read what was generated, and start a new conversation in the same Project to continue the work — building on their draft rather than starting from scratch.
Team members cannot edit each other's conversations. Claude does not merge separate conversations automatically. Reconciling two independently generated drafts still requires a human to combine them in SharePoint.

[bookmark: _Toc224109841]Step-by-Step: Writing a Grant Proposal as a Team
	Example Workflow: Grant Proposal
1. Setup: The Development Director creates a "FY26 Grants" Project and uploads the RFP, DC CAP's narrative arc document, and current outcome data.
2. First draft: The Development Associate opens the Project and asks Claude to draft the needs statement. Claude draws on the uploaded RFP and narrative arc automatically.
3. Save: The Associate copies the output into a Word document and saves it to SharePoint as "Gates FY26 Draft - Needs Statement v0.1."
4. Team review: The Director reviews in SharePoint and comments "this section needs stronger outcome data and a cleaner transition."
5. Refinement: The Associate returns to the Project, pastes the current draft, and asks Claude to strengthen the outcome data section using the uploaded benchmarking document. Claude revises. The Associate updates the SharePoint file to v0.2. Repeat as needed.



[bookmark: _Toc224109842]Step-by-Step: Creating a Board Deck as a Team
	Example Workflow: Board Deck
1. Generation: The Chief Strategy Officer opens Cowork and requests the March 2026 board deck, specifying the three strategic priorities and the one board decision needed. The Board Deck Skill activates and asks intake questions.
2. Output: Cowork generates a fully formatted .pptx file saved to the working folder.
3. Upload: The CSO uploads the .pptx to SharePoint as the master board deck file and shares it with the board prep team.
4. Co-edit: Team members add data slides, speaker notes, or copy edits in PowerPoint via SharePoint co-authoring. For any section needing a full AI-assisted revision, that section's text is pasted back into Claude for another pass, then reinserted into the SharePoint file.



[bookmark: _Toc224109843]Common Mistakes to Avoid
1. Never do this. Leaving important outputs only in Claude conversations
1. It is not. Version control lives in SharePoint. Using Claude as a version control system.
1. It cannot. Human judgment merges documents; Claude refines individual sections. Expecting Claude to automatically reconcile two people's separate drafts.
1. If you are doing this, you should be using a Project with Project Instructions. Re-briefing Claude from scratch every session.
1. Save to SharePoint. The working folder is a production area, not an archive. Treating a Cowork file as the master document.

[bookmark: _Toc224109844]A Visual Summary of the Workflow
	Claude (Chat or Project)
	→
	Cowork (if file output needed)
	→
	SharePoint / Google Drive (single source of truth)

	Draft, analyze, frame, revise
	
	Create .docx, .pptx, .xlsx, .pdf
	
	Store, version, co-author, share, archive




[bookmark: _Toc224109845]9. Writing Prompts That Get Results
The quality of Claude's output is directly proportional to the quality of your request. These five principles cover most of the gap between mediocre and excellent outputs.

[bookmark: _Toc224109846]1. Give Context Before Asking
Tell Claude who you are, what the output is for, and who the audience is before you make the request. Context shifts everything about how Claude responds.
	Example
"I am preparing a brief for DC CAP's Board of Directors on the KPMG AI grant. The board includes DC business and education leaders — they want strategic clarity, not operational detail. Write a two-paragraph executive summary highlighting outcomes delivered and funds remaining."



[bookmark: _Toc224109847]2. Specify Format and Length
"Write something" produces something. "Write a three-paragraph grant narrative in an active voice, no longer than one page" produces something usable. Always state the format you need.
1. Length: "one page," "three paragraphs," "under 200 words," "executive summary format"
1. Structure: "with three sections: background, recommendation, and next steps"
1. Format: "as a bullet summary," "as a formal memo," "as a table"

[bookmark: _Toc224109848]3. Provide the Source Material
Claude cannot access your SharePoint, email, Monday.com, or internal systems from the web interface unless you paste the content or attach a file. When accuracy matters — data, quotes, specific names and dates — provide the source directly.

[bookmark: _Toc224109849]4. Iterate Within the Conversation
When you get a draft, respond with specific feedback. Claude remembers everything in the session. This is faster and produces better results than starting a new conversation.
	Effective Refinement
"This is good but the second paragraph is too long and the key outcome is buried. Revise to lead with the 90% first-year retention rate. Keep everything else."



[bookmark: _Toc224109850]5. Use Projects for Consistency
If you find yourself re-explaining DC CAP's mission, population, or framing rules every time you start a conversation, move that work to a Project. Project Instructions handle that briefing automatically, and every conversation in the Project benefits from it.

[bookmark: _Toc224109851]A Reliable Prompt Template
	Universal Prompt Structure
Context: [Who you are, what this is for, the audience]
Task: [What you need Claude to do]
Content: [Key points to include, source material to draw on, uploaded files]
Constraints: [Length, format, tone, what to avoid]



Example using this structure: "I am the Development Associate at DC CAP. I need to draft the needs statement section (2–3 paragraphs) for the Gates Foundation FY26 renewal grant. The program officer knows our work, so skip the basic org intro. Draw on the outcome data I am attaching. Do not use the phrase 'at-risk students.' Use active voice and no longer than one page."


[bookmark: _Toc224109852]10. Quick Reference

[bookmark: _Toc224109853]Which Tool Do I Use?
	If I want to...
	Use this

	Ask a quick question or draft something solo
	Chat at claude.ai

	Work on shared content with teammates
	Project at claude.ai

	Create a Word doc, PowerPoint, or Excel file
	Cowork desktop app

	Use DC CAP-specific workflows (board deck, grant writing)
	Cowork + Skills

	Connect to Monday.com, Canva, or Google Drive
	Cowork + Connectors

	Store, version, and share final documents
	SharePoint or Google Drive



[bookmark: _Toc224109854]Collaboration Decision Checklist
1. → Is this task for just me alone?
35. Use Chat.
1. → Is this a recurring team workflow?
36. Create a Project with Project Instructions.
1. → Does it produce a formatted file?
37. Use Cowork.
1. → Does it involve Monday, Canva, or Drive?
38. Use Cowork + Connectors.
1. → Does the output need team review or co-editing?
39. Save to SharePoint after Claude generates it.
1. → Are you re-briefing Claude from scratch every session?
40. You should be in a Project.

[bookmark: _Toc224109855]Prompting Checklist
1. Did I state the context — who I am, what this is for, and who the audience is?
1. Did I specify format and length?
1. Did I upload or paste the relevant source material?
1. Am I in a Project if this is shared or recurring work?
1. Am I iterating with feedback rather than starting over?

[bookmark: _Toc224109856]DC CAP Skills at a Glance
	Skill
	What It Does

	Email Writer
	Draft or write any email in DC CAP's voice

	Board Deck
	Full board deck from intake to branded .pptx

	Funder Framing
	Grants, LOIs, and development communications

	Executive Summary
	BLUF memos and decision-ready briefings

	Data Interpreter
	Program outcome data with correct benchmarking

	Org Intelligence
	Verified DC CAP facts, programs, and framing

	DC CAP Brand
	Colors, fonts, logo rules, voice

	PPTX / DOCX / XLSX / PDF
	Formatted file creation



[bookmark: _Toc224109857]Getting Help
For questions about DC CAP's Claude setup, Skills, Connectors, or collaboration workflows, contact the Innovation Hub team. For questions about appropriate use, data privacy, and access policies, refer to the DC CAP AI Governance Framework.

	Remember
Claude is a tool that amplifies your expertise — it does not replace your judgment. Every output Claude generates should be reviewed by the staff member responsible for that work before it goes to a funder, board member, partner, or student.
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