[Your company letterhead or logo goes here. Replace this line.]
T-1
The One-Page AI Rules
	OWNER’S NOTES · FOR YOU, NOT THE CREW. DELETE THIS PAGE BEFORE YOU PRINT THE FORM.
Who it’s for: the owner of a company of 1 to 15 people, where this page is the whole policy, or the front page of a longer policy in a bigger company. Time: about 45 minutes. Have ready: your yes list and never list from Chapter 3 and your survey tally (T-11).
How to fill it in (owner’s side, not printed for the crew)
1.	Write every line in your own words. Bracketed notes are guidance; delete them before you print.
2.	Keep the two hard nos exactly as printed unless you have a specific reason to change them. The rest of this book builds on them.
3.	Hold every line to the driveway test: could somebody standing in a customer’s driveway tell whether it got followed? If not, rewrite it until they could.
4.	Have one employee read the finished page out loud. Fix every line they stumble on.
5.	Put Version 1.0 and today’s date at the top. Sign it first. Read it out loud at a meeting, then collect signatures on the sheet that follows.




[COMPANY NAME] AI RULES  Version ______  Date ______________
1. Who these rules cover. Everyone who works for [Company], full-time or part-time, including the owner. [Name anyone people forget: a part-time bookkeeper, seasonal help, whoever answers your phone or email in the company’s name.]
2. Which tools, for what. Work happens on a company AI account, never a personal one.
Company AI account: ______________________ [No account yet? Write: “Not set up yet. Until it is, nothing about a customer goes into any AI tool, period.”]
AI is okay for:
1.	______________________________ [Example: routine customer emails, read before sending.]
2.	______________________________
3.	______________________________
Anything not on this list: ask ______________ first.
No AI tool gets connected to company email, calendar, texts, files, or accounts unless ______________ says yes first.
3. What never goes in.
•	Nothing about a customer goes into any tool that isn’t on a company account.
•	Also never: ______________, ______________, ______________ [Start with gate and alarm codes, passwords, payroll and pay rates, anything with an account number.]
4. What gets checked. Anything with a number in it gets read by a person against the source before it leaves. No reader, no send.
[Who reads what, if it’s different people. Example: quotes, ______; customer letters, ______; anything over $______, the owner.]
5. What AI never decides.
•	No AI answer ever decides a safety question. Manufacturer documentation or a human, full stop.
•	AI never sets a price. Prices come from [the price book].
•	Nothing AI writes goes out by itself. A person presses send.
•	No AI places a phone call in the company’s name.
•	______________________________
6. Who answers. The person who sends it answers for it. ______________ [owner] answers for these rules.
Something went into a tool that shouldn’t have, or something went out wrong? Tell ______________ the same day. Nobody gets in trouble for telling.
Owner: ______________________  Signed ______________  Date __________


Signature sheet
I read these rules, or heard them read out loud, and I’ll follow them.
	Name
	Signature
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Version log
	Version
	Date
	What changed
	Read to the crew on

	1.0
	
	First version
	

	
	
	
	

	
	
	
	



When a line changes, the page gets a new version number, everybody hears the changed line, and every old copy comes out of every truck.
T-1 · The One-Page AI Rules · from AI Rules for Your Business by Don Sykes · sykesystem.com




