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This presentation – the big picture

1. Introductions

2. First, a few commercial off-the-shelf tools that you can get started with 
right away.
A. ChatGPT Team Workspace (Dave)

B. Notebook LM (Lee)

C. Others (All)

3. Then, bigger AI and automation projects underway in Maryland.
A. mlaGPT (Russ)

B. Downloadable tools (Russ)

C. Offline options (Lee)

4. Finally, discussion of AI Use Policies and security, and Q/A. (All)



Audience Poll – how much do you 
use AI?

0 – Never

I don’t even 
know how you 
get to the web 
page!

1 – A tiny bit

I asked it where 
I should go out 
to eat while I’m 
at the 
conference.

2 – Monthly

Every now and 
then I have an 
idea that I try.

3 – Weekly

I’ve started to 
consider how it 
can help with 
everything.

4 – Daily

I use AI tools 
routinely, and 
tell others how 
they can.

5 – I am AI

I could 
reprogram 
ChatGPT to give 
number 4 a 
thumb!

Question 2: Do you currently pay to use AI tools?



Commercial Off-the-
Shelf Tools

• Overview of user-friendly tools legal 
nonprofits can adopt immediately:

• - ChatGPT Team Workspace

• - Notebook LM

• - Microsoft Copilot

• - Zoom

• - Everlaw for nonprofits



ChatGPT Team Workspace – What it is

• High end general chatbot

• Build your own specialized chatbots with specific instructions and 

data/knowledge files

• Share chatbots within your team (or more broadly)

• Does not use workspace data to train its models



ChatGPT Team Workspace – Use Cases and Examples

1. Internal knowledge base

Upload resources (e.g., directories, policies, laws, guidance 

documents, etc.) and when you get a tricky question, ask it!



ChatGPT Team Workspace – Setting it up

1. Visit chat.openai.com



ChatGPT Team Workspace – Setting it up

2. Creating the GPT



ChatGPT Team Workspace – Setting it up

2. Creating the GPT



ChatGPT Team Workspace – Use Cases and Examples

2. Speedy or repeated analysis of formatted documents for specific question

Example: A chatbot to review organizational financial audits.

I will upload a PDF of a financial audit for a 

nonprofit.  Please review each page of the audit and 

then provide a summary of information that I need to be 

aware of.  Focus on any red flags or risks.

After doing this, please separately indicate, for the 

present year and the prior year, the following tests, 

placing them in a table: Current ratio; Quick ratio; 

Debt to Assets Ratio; General Administration-

Fundraising Cost Ratio.

Please also calculate the change in net assets; and 

state the number of months of liquidity.





ChatGPT Team Workspace – Use Cases and Examples



ChatGPT Team Workspace – Natural Language Coding



Natural language coding – tell the computer in plain language 
what you want it to do

The GPT will prompt the user to upload the first report. The GPT will prompt the user to upload further reports, 
one by one, until the user replies, "done" instead of uploading a report.

The GPT will then prompt the user with this menu: "[N]-Narrative; [S]-Statistics; [F]-Final Summary; [A]-Ask me; 
[D]-Done" and await the corresponding response (Either N, S, F, A, or D).  A

If the user enters N, the GPT will provide a brief summary of the narrative portions of the reports that were 
uploaded.  

If the user enters S, the GPT will provide a brief summary of the statistical portions of the reports that were 
uploaded. 

If the user enters F, the GPT will provide a very brief summary of the state of the program, based on the complete 
picture that emerges from all the uploaded reports.

If the user enters A, the GPT will say, "Ask your question..." and await the user's question.  The GPT will then 
answer the question based on the relevant portions of the relevant reports.  The GPT will then return to the main 
N, S, F, A, D prompt.

If the user enters D, the GPT will thank the user for their input and ask if they want the N, S, F, S, D menu back or 
if they are really done.



Sample Output

2. What challenges have the [GRANT PROGRAM] programs encountered this quarter?

Several recurring challenges were highlighted across the reports:

• Attorney Recruitment Shortages: [Grantee], [Grantee], and [Grantee] all pointed out difficulties in 

recruiting attorneys, particularly in rural or specialized areas. [Grantee] mentioned the need for attorneys 

with specific language skills, such as Amharic and Vietnamese, to serve growing immigrant populations. 

Similarly, [Grantee] struggled to place high-conflict cases due to limited attorney availability.

• Attorney Burnout: [Grantee] and [Grantee] expressed concerns about attorney burnout, especially as the 

same volunteers often handle multiple or more complex cases. [Grantee] reported similar issues, 

particularly in areas with fewer practicing family law attorneys.

• Case Complexity: [Grantee] and [Grantee] reported that cases are becoming more complex, leading to 

longer durations to close cases. This also ties into the challenge of attorney burnout, as volunteers are taking 

longer to resolve the cases they handle.

These challenges indicate a growing strain on resources, both in terms of attorney availability and their ability 

to manage increasingly complex caseloads.



ChatGPT Team Workspace – Building Data Visualization



Building Data Visualization



• Please provide a line chart plotting the number of "All 
Closed - Level" cases for << X>>, across the four years 
labeled FY21, FY22, FY23, and FY24

• please plot the stat in column CW over time for grantee 
"<< X>>"

• please include data labels for the nodes on the graph, so 
I can see the exact numbers

• please plot column 101 over time for << X>>, including 
data labels on the graph

• please adjust the scale of the y-axis, so that it starts at 0
• please adjust the y-axis to go to 20% higher than the 

highest point
• now please add in another line, in another color, for the 

data points in column 95. please label this series 
"Litigation"

• Please rename the Column 101 Stat series to All Cases
• Now please add in a line called Brief Services, which is 

the sum of the data points in columns 80 and 83
• can you please make this graph for each grantee and 

output them all into a big word document?





ChatGPT – Strategies

• Within its analysis, ask for citations to examples.

• Instead of relying on verbiage, ask it to identify themes.

• Build in visual verification aids, like numerical tags on graphs 

and charts.  

• Use it as an assistant, to speed you up.

• It can produce output in MS Office format, not just text and 

images.

• Providing more context in your questions helps it produce more 

appropriate output.



• Analysis and research

• Summarize and query many large documents

• Learn about a topic

• Create outlines 

• Quickly check citations

• PDFs, websites, audio files, and Google docs



• Not intended to draft content for the user































What I use it for

• New article drafting

o Learning about and synthesizing a new topic quickly

o Preparing an outline

• Searching for a citation

• Podcast feature is useful if topic is boring



Other uses

• Compare different positions on a topic

• Compare specific clauses or terms in multiple 
contracts

• Brainstorm questions for discovery, witnesses, etc.



Observations

• Lots of sources is important

• Statements can come from the wrong context

• Remembering a project

• ONLY USE PUBLIC DATA!!



Cost

• Free to use 

o Up to 50 sources per notebook

o 500,000 words or up to 200MB for uploaded files

o Share a notebook 

• $20 per month

o Up to 300 sources per notebook

o Share notebooks

o Sharing controls (for example share only the chat)



Microsoft Copilot

• Integrated into Office tools:

• - Summarize Word docs

• - Draft emails and content

• - Analyze Excel data

• - Automate Teams and Outlook tasks



CoPilot in Excel



Copilot in Word

Summarize or 
interrogate an 
existing 
document



Copilot in Word – editing “down”



Zoom

• Zoom AI Companion:

• - Summarizes meetings

• - Highlights key points and tasks

• - Add-ons: Otter.ai, Notta for transcription and analysis



AI for better meetings
Zoom recording/transcribing/translating features





Everlaw for Nonprofits

• Advanced document review:

• - Free for legal nonprofits

• - GenAI clustering, summarization

• - Helps in large evidence sets and multilingual docs



Maryland Legal Aid’s custom AI: mlaGPT



MLAGPT – Retrieval-Augmented 
Generation Chatbots

•  Fetches trusted source content
• Answers legal info questions
•  Used in Bankruptcy Bot, Referral Bot



MLAGPT – RAG Chatbots in TEAMS

• Retrieval-Augmented Generation:

• - Fetches trusted source content

• - Answers legal info questions

• - Used in Bankruptcy Bot, Referral Bot



MLAGPT – Brief Generator

• Input facts and legal issue

• Get first draft with structure

• Lawyer reviews and edits



MLAGPT – AI Transcription

• Voice-to-text conversion:

• Voicemails, interviews, hearings

• Searchable text

• Summarize key points with ChatGPT



Downloadable AI Tools

• Offline-friendly models:

• - GPT4All, Llama 2

• - Run locally with no data sharing

• - Great for privacy-focused orgs



Offline AI Options

• No-internet-required tools:

• - AI kiosks or court support tools

• - Data privacy for sensitive work

• - Works in secure or remote areas



Anything LLM



Anything LLM



Anything LLM



Anything LLM



Anything LLM



Anything LLM



Anything LLM



Anything LLM



AI Use Policies and Security

Policy essentials:

• Confidentiality and supervision

• Approved tools list

• Accuracy review process

• Transparency and training



OpenAI BAA and ZDR
• Security features:

• - Business Associate Agreement

• - Zero Data Retention (ZDR)

• - Required for sensitive client use

PREPARE YOUR 
INFORMATION: 
Gather details about your 
company and the specific use 
case for which you require the 
BAA. (Must include  medical-
related use case. )

AWAIT RESPONSE:
OpenAI's team typically 
responds within 1-2 business 
days. They may request 
additional information to 
assess your request.

REVIEW AND SIGN:
If your request is approved, 
you'll receive the BAA for 
review and signature.

To obtain a Business Associate Agreement (BAA) with OpenAI for API services, 
follow these steps:

CONTACT OPENAI
Send an email to 
baa@openai.com, including 
information about your 
company and use case.

mailto:baa@openai.com


OpenAI BAA and ZDR



MSBA Ethical Use Considerations

• Overview of Ethical 
Considerations for 
Attorney Use of 
Generative Artificial 
Intelligence Technologies

• Competence + Diligence

• Supervision + 
Responsibilities

• Confidentiality + GAI Risks

• Scope of Representation, 
Communication, + Fees

• Advertising + GAI-
Generated Content

• Candor, 
Misrepresentation,+ GAI



MSBA Ethical Use Considerations

Competence & Diligence

• Approach legal research with GenAI with 
caution

• Check the citations carefully

• Especially check other people's citations



MSBA Ethical Use Considerations

• The Impact of Generative AI on Critical 
Thinking: Self-Reported Reductions in 
Cognitive Effort and Confidence Effects From a 
Survey of Knowledge Workers

• "higher confidence in GenAI is associated with 
less critical thinking, while higher self-
confidence is associated with more critical 
thinking.

https://www.microsoft.com/en-us/research/wp-content/uploads/2025/01/lee_2025_ai_critical_thinking_survey.pdf
https://www.microsoft.com/en-us/research/wp-content/uploads/2025/01/lee_2025_ai_critical_thinking_survey.pdf
https://www.microsoft.com/en-us/research/wp-content/uploads/2025/01/lee_2025_ai_critical_thinking_survey.pdf
https://www.microsoft.com/en-us/research/wp-content/uploads/2025/01/lee_2025_ai_critical_thinking_survey.pdf
https://www.microsoft.com/en-us/research/wp-content/uploads/2025/01/lee_2025_ai_critical_thinking_survey.pdf
https://www.microsoft.com/en-us/research/wp-content/uploads/2025/01/lee_2025_ai_critical_thinking_survey.pdf
https://www.microsoft.com/en-us/research/wp-content/uploads/2025/01/lee_2025_ai_critical_thinking_survey.pdf


MSBA Ethical Use Considerations

Supervision & Responsibilities

• Have a GenAI policy

• Talk about it, train staff about it, enforce it

• Update when needed – you'll encounter new 
situations at first that you didn't think about



MSBA Ethical Use Considerations

• Sanctions imposed for 'collective debacle' 
involving AI hallucinations and 2 firms, 
including K&L Gates

• 9 out of 27 citations in a 10 page brief were 
inaccurate in some way

o 2 of the cases did not exist

https://www.abajournal.com/web/article/judge-imposes-sanctions-for-collective-debacle-involving-ai-hallucinations-and-2-law-firms-including-k
https://www.abajournal.com/web/article/judge-imposes-sanctions-for-collective-debacle-involving-ai-hallucinations-and-2-law-firms-including-k
https://www.abajournal.com/web/article/judge-imposes-sanctions-for-collective-debacle-involving-ai-hallucinations-and-2-law-firms-including-k
https://www.abajournal.com/web/article/judge-imposes-sanctions-for-collective-debacle-involving-ai-hallucinations-and-2-law-firms-including-k


MSBA Ethical Use Considerations

• Plaintiff was represented by 2 firms, Ellis George 
(EG) and K&L Gates

• Lawyer at EG "used various AI tools to generate 
an ‘outline’ for the supplemental brief."

• Outline sent to K&L

• "They incorporated the material into the brief. No 
attorney or staff member at either firm 
apparently cite-checked or otherwise reviewed 
that research before filing the brief with the 
Special Master."



MD Judiciary AI Policy

• Use approved platforms

• Don’t input confidential data

• Verify output

• Be aware of bias 



Generative AI & Legal Research: 
A Mismatch?

• Article published in American Association of Law Libraries Spectrum 
magazine

• How GAI Works: LLMs, the basis of GAI, are "word prediction 
machines" trained on vast data.

• LLM Limitations: General LLMs lack depth for nuanced legal 
questions.

• Improving Reliability: Methods include fine-tuning and Retrieval 
Augmented Generation (RAG).

• Type 1 vs. Type 2 Thinking: GAI excels at Type 1 (instinctual) but 
struggles with Type 2 (analytical) thinking.

• Optimal GAI Uses: Great for topic overviews, research step 
suggestions, and confirming lack of sources.

https://aallspectrum.aallnet.org/html5/reader/production/default.aspx?pnum=21&edid=c79f68a5-d62c-4b08-9973-21f6523ad0ac&isshared=true
https://aallspectrum.aallnet.org/html5/reader/production/default.aspx?pnum=21&edid=c79f68a5-d62c-4b08-9973-21f6523ad0ac&isshared=true
https://aallspectrum.aallnet.org/html5/reader/production/default.aspx?pnum=21&edid=c79f68a5-d62c-4b08-9973-21f6523ad0ac&isshared=true
https://aallspectrum.aallnet.org/html5/reader/production/default.aspx?pnum=21&edid=c79f68a5-d62c-4b08-9973-21f6523ad0ac&isshared=true


Conclusion and Next Steps

Takeaways:

• AI is a powerful helper

• Start small with clear rules

• Share what works

• Train staff and iterate

• Let values and collaboration lead innovation



Nonprofit Use Policies

• What to include:

• - Responsible Use

• - Training commitment

• - Data Classification

• - Approved Tools

• - Who can use what tools

• - Confidentiality limits

• - Supervision and training

• - Updates as tech evolves
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