[Your company letterhead or logo goes here. Replace this line.]
T-2
The Acceptable Use Policy
	OWNER’S NOTES · FOR YOU, NOT THE CREW. DELETE THIS PAGE BEFORE YOU PRINT THE FORM.
Who it’s for: a company of 15 to 150 that has outgrown the one page alone (Part A), and a regulated, audited, or contract-bound company that needs a policy an outside reviewer can test (Parts A and B). Time: Part A, about two hours spread over a week; Part B, a drafting evening plus a counsel read. Have ready: your one page (T-1) with its version log, your tool forms (T-8), your card (T-3), your checker assignments (T-4), and, for Part B, your inventory notes from Chapter 13.
How to use it (owner’s side, not printed for the crew)
1.	The one page stays the document your people read and sign. This policy holds the details the page points to. If the two ever disagree, fix it the same week: the page is what the crew follows, this document is what a reviewer tests, and they have to say the same thing.
2.	A 15-to-150 company fills in Part A and stops. A regulated, audited, or contract-bound company fills in both parts, and nothing in Part B takes effect until counsel has read it.
3.	Every line still has to pass Chapter 4’s driveway test. A reviewer’s version of that test is simpler: for each rule, they ask for the record that shows it ran.
4.	Version it like the page: number, date, change note, superseded copies kept with their in-force dates.




[COMPANY NAME] ACCEPTABLE USE POLICY FOR AI · Version ______ · Date ______________ · Owner ______________
PART A: THE WORKING POLICY (each section points to the template that holds its substance; fill the blanks, attach the paper)
1. The one page. Our one-page AI rules (T-1, Version ____) are the cover of this policy and the version everyone signs. Nothing below contradicts the page; when something must change, both change together.
2. Approved tools. The tools approved for work, with a completed tool form (T-8) behind every entry, including AI features inside software we pay for.
Approved: ______________________ · ______________________ · ______________________
Anything not listed is not approved. New tools follow section 6.
3. What never goes in. The traffic-light card (T-3) is this policy’s data rule. Our red list, word for word from the card: ______________________________
Added for our contracts: ______________________________ [Example: a customer’s plans or project documents, where their contract bars tools that keep or train on data.]
4. Who checks what. The checklist is T-4. Checkers by output type:
Quotes and anything with a price: ______________ · Customer letters and email: ______________ · Social posts and review replies: ______________ · ______________: ______________
5. The log, and when something goes wrong. Anything external, and anything with a number in it, gets a log line (T-5). An incident, meaning red data pasted, a wrong answer sent out, or software acting without approval, goes to ______________ the same day (T-6). Nobody gets in trouble for telling.
6. New tools. Ask ______________ first. A tool form gets filled in, the training setting gets checked, and the tool goes on the section 2 list before anyone uses it for work.
7. Review. The quarterly review (T-9) reads this policy every quarter. Version changes follow the page’s habit: new number, change note, the change read out loud, old copies pulled.
PART B: THE DEFENSIBLE PROGRAM (for the regulated, audited, or contract-bound; written in full; counsel reads it before it takes effect)
8. Policy control.
Owner (name and title): ______________________ · Approved by: ______________________
Counsel read on: ______________ · Next review due: ______________ (at least yearly)
The controlled copy lives: ______________________. Changes are made only by the owner, logged in the version table, and reported at the next review.
9. Scope. This policy covers every AI tool and every AI feature inside software [Company] pays for, used for [Company] work by anyone, employee or contractor, on any account or device. A business unit under a license, an examination, or a customer’s audit rights follows this policy plus its own stricter rules in section 12.
10. Consequential decisions. Output from general AI assistants is not used to make or materially influence decisions about hiring, pay, lending, housing, or insurance. Tools approved for those decisions are listed separately in the inventory (section 11), marked as decision tools, and reviewed under section 13.
Owner’s note, delete before issue: at least one state’s AI law treats a clause like this as part of what keeps everyday chat tools outside the law. Have counsel confirm it fits your states, and confirm which rows in your inventory count as decision tools.
11. The AI inventory. One row per tool and per AI feature. A row without an owner’s name is an open item, not an entry.
	#
	Tool or feature
	What it does
	Data it touches (card color)
	Decision tool?
	Owner
	Risk (H/M/L)
	Controls that apply
	Last reviewed

	1
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	



Rating guide: rate each row by what its output touches. A person’s money, home, or job: high. Internal drafts nobody outside reads: low. Everything else: medium. High rows get dual review, a named checker, and counsel’s awareness before anything customer-facing changes.
12. Stricter rules by business unit. Each unit under a license, an examination, or audit rights lists its additions here, set with counsel:
Unit: ______________ · Additions: ______________________________ · Counsel confirmed on: ______________
13. Review and reporting. The quarterly review (T-9) runs as a formal control: an attendee list, minutes, the same measures every quarter (incidents and days to close, log samples pulled and matched, inventory rows added and retired, training completed by role), findings with owners and due dates held open until a follow-up check proves them closed, and a written report to ______________________ [the board, its audit committee, or the owner].
14. Records. We keep: the log (T-5), signed checklists (T-4), tool forms (T-8), incident reports (T-6), training sign-ins (T-10), signature pages, review minutes and reports, and superseded versions of the page and this policy with their in-force dates. Retention: ______ years. [Set it with counsel. The longest rule that reaches you decides, and some AI laws set their own minimums.]
15. Training and attestation. Who gets trained, on what, how often: ______________________________ [Example: everyone at hire and yearly; decision-tool owners on their tool’s rules.] Records: sign-in sheets and dated signature pages, filed by year.
16. Exceptions. No standing exceptions. A one-time exception is written down before it happens: what, why, who approved it, and when it ends. Exceptions get read at the next review.


If an outside reviewer asks what this policy follows, the honest answer is its own sections, sorted into the four functions in plain words: govern is sections 8, 13, 14, and 15; map is sections 9 and 11; measure is sections 4 and 13; manage is sections 5, 6, 10, and 16.
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