[Your company letterhead or logo goes here. Replace this line.]
T-5
The Usage Log
	OWNER’S NOTES · FOR YOU, NOT THE CREW. DELETE THIS PAGE BEFORE YOU PRINT THE FORM.
Who it’s for: whoever sends things AI helped write, in every tier; the owner or office manager owns the Friday look. Time: ten to twenty seconds per line, two minutes on Friday. Have ready: your one page (T-1), your approved list from Chapter 7, and the four triggers from Chapter 6.
How to set it up (owner’s side, not printed for the crew)
1.	Pick the two homes: the job-record field for job paperwork, and this sheet for everything else. One home per kind of work, never two.
2.	Copy the five columns exactly. Resist adding more. Every column you add costs you entries.
3.	Write the job number or “Customer A,” never the customer’s name, so a photographed or pasted log stays harmless (the card from Chapter 5 applies to the log too).
4.	Name who does the Friday look and who reads the quarter. Write both on the sheet.
5.	Start a new tab or page each quarter and keep the old ones. The old ones are the point.




[COMPANY NAME] AI USAGE LOG · Quarter ______ · Started ______________
One line per thing AI helped send out of the building. Write it right after the check, before you hit send on the next thing.
	Date
	Who
	Tool
	What went out, and where
	Checked by

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



If it never left the building, it doesn’t need a line. If it stopped for a trigger check, it does.


BACK OF THE SHEET · What gets a line (post this; argue with it; keep it short)
A line:
•	Quotes and proposals, and anything over the two-names dollar line
•	Customer emails, letters, and texts sent from the office
•	Inserts, handouts, and anything going to the printer
•	Social posts and review replies
•	Anything that stopped for a trigger: Numbers, Rules, Safety, Promises
No line:
•	Brainstorming, and drafts that died on the screen
•	Your own notes and lists
•	Practice and learning
•	Field reference lookups that never touch a customer
The Friday look (owner or office manager, two minutes): ______________
1.	Anything sent with “Checked by” blank?
2.	Any tool here that isn’t on the approved list?
3.	Any writer checking their own work above the dollar line?
The quarter read (feeds the quarterly review): ______________ reads the full quarter. Pull three entries, pull the documents they describe, confirm the checking happened as logged.
Regulated or audited: add a reviewer column and a date-checked column, set a retention period that matches your record rules, and file each quarter’s sheet where your other records live.
T-5 · The Usage Log · from AI Rules for Your Business by Don Sykes · sykesystem.com




