[Company Name] AI Use Policy
Effective [date]. One page. Questions go to [who to ask].
Why we have this: AI tools can save time. They can also expose client or company information if we use the wrong tool or the wrong settings. This policy tells you what is allowed so you do not have to guess.
1. Use only approved AI tools for work. Our approved tool is [approved tool]. Sign in with your work account, not a personal one. Do not use other AI websites, apps or browser add-ons for work until [who to ask] says yes.
2. Never put these into any AI tool unless [who to ask] has approved that specific use in writing:
· Client or customer names, contact details, account numbers or records
· Passwords, login codes or security details
· Employee, payroll or HR information
· Medical, financial or other regulated information
· Contracts, pricing, bids or anything marked confidential
3. Check every answer. AI can sound sure and still be wrong. A person reviews AI-written work before it goes to a client, gets posted or is used to make a decision.
4. Do not connect AI to company systems on your own. Linking an AI tool to email, files, calendars or client systems needs approval from [who to ask].
5. Ask before you try something new. Found a tool that could help? Tell [who to ask]. We would rather review it with you than have you use it quietly.
6. Speak up fast if something went wrong. If you pasted something you should not have, tell [who to ask] right away. You will not be in trouble for reporting it quickly.
I have read this policy and will follow it.
Employee name: [employee name] · Signature: [signature] · Date: [date]
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