[Your company letterhead or logo goes here. Replace this line.]
T-8
The Tool Approval Form
	OWNER’S NOTES · FOR YOU, NOT THE CREW. DELETE THIS PAGE BEFORE YOU PRINT THE FORM.
Who it’s for: the owner or office manager in a company of 15 to 150, and the compliance lead above that. A shop of 1 to 15 can ask the four questions out loud and skip the paper. One form per tool, filled in before anyone uses the tool for work. Time: 20 to 30 minutes, most of it reading the vendor’s own pages. Have ready: the tool’s pricing page and privacy or trust page, your one page (T-1), and your card (T-3).
How to fill it in (owner’s side, not printed for the crew)
1.	Answers come from the vendor’s own pages, quoted, with the page name and the date you looked. “The salesman said” is not a source.
2.	Every GAP is a no until it’s filled. A tool with an unanswered question isn’t rejected; it isn’t approved yet, which to your crew is the same thing.
3.	Approve the tool for named jobs, never in general, and write down which color of data it may touch, straight off T-3.
4.	The back is the offboarding checklist. Fill in the account list once, run it the day anyone leaves, and initial it.
5.	File the form. When a customer, an insurer, or an auditor asks how you vet AI tools, the folder of these is the answer.




[COMPANY NAME] TOOL APPROVAL FORM · Version ______ · Date ______________
Tool and plan: ______________________ Who’s asking for it: ______________ For which job(s): ______________________
Account type: ☐ Business plan ☐ Personal ☐ Built into software we already pay for
Can it act or connect? ☐ Read only ☐ Can send, book, buy, or change records (it also gets a T-12 entry) · Connects to: ______
Cost: $______ per person per month · Seats: ______ · Admin will be: ______________
The four questions. Answer each from the vendor’s own pages. Quote the line, name the page, date it.
	Question
	What the vendor’s page says (quote it)
	Which page, and the date
	OK / GAP

	1. Where does my data go? Kept where, for how long, deleted how?
	
	
	

	2. Who can train on it? The answer we want: no, not by default, on this plan.
	
	
	

	3. Who checked this company? An outside report such as a SOC 2; who signed it; what it covered.
	
	
	

	4. What happens when it fails? Can we export our data, shut it off, and remove a user?
	
	
	



Data this tool may touch (from the card): ☐ Green only ☐ Green, and yellow after stripping · Red never, on any tool.
Settings checked at setup: ☐ Training off, or off by default and confirmed ☐ Admin named ☐ Every seat on a company address
Decision: ☐ Approved for the jobs above ☐ Not yet; GAPs: ______________________
Approved by ______________ Date ________ · On the one page’s approved list: yes / no · Recheck by ________ (a year out, or sooner if the plan changes)


BACK OF THE FORM · The day somebody leaves (fill in the account list once; run it the same day, every time)
	Shut off
	Where it lives
	Done, initials

	Their seat on each AI account
	
	

	Their company email address
	
	

	Any shared login they knew; then change its password
	
	

	Their logins to the field software, the accounting software, the website
	
	

	Their chats and files, handled per the plan’s own rules
	
	

	Apps and agents connected to their company email or accounts, removed in the admin console
	
	

	Anything they owned (pages, posts, saved prompts), reassigned to ______
	
	



Checked against each vendor’s own offboarding steps on (date): ________ · Run by ______________
No shared logins, anywhere, for anything. A login with five users has no owner and never leaves.
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