[Your company letterhead or logo goes here. Replace this line.]
T-10
The Toolbox Talk Script
	OWNER’S NOTES · FOR YOU, NOT THE CREW. DELETE THIS PAGE BEFORE YOU PRINT THE FORM.
Who it’s for: the owner, or whoever runs the morning meeting, in a company of 1 to 150. Time: fifteen minutes to give, about ten the night before to fill in the blanks. Have ready: your one page (T-1), the signature sheet, and one real example from your own survey with every name left off.
How to use it (owner’s side, not printed for the crew)
1.	Fill every blank from your own page, in your own words. The bracketed lines are guidance; don’t read them out loud.
2.	Give it where you give safety talks: standing up, before the trucks roll. Not by email, not by video.
3.	The amnesty line stays word for word. Everything else can sound like you.
4.	You sign first, in front of everybody, before you collect a single signature.
5.	When the page changes versions later, the update talk is Part 3 and Part 4 of this script, plus the line that changed. Ninety seconds.




[COMPANY NAME] AI RULES · THE TOOLBOX TALK · Page version ______ · Given on ______________ · By ______________
Part 1 · Why we’re here (minutes 1 to 2)
“This takes fifteen minutes, and nobody’s in trouble. We ran the survey, and like most companies, we’re already using these AI tools. So the company wrote down its rules for them, and this morning I’m going to tell you what they are.
One thing from the survey, no names: ______________________________.
[One real moment from your own shop: a draft that went out wrong, a close call, a surprise. Told plain, no blame. If the survey gave you nothing, say what you saw that made you write the page.]
That’s the kind of thing the page is for. Not to slow you down. To make sure nothing goes out under our name that nobody checked.”
Part 2 · What you can do (minutes 3 to 5)
“First, what’s allowed, because most of what you’re already doing is fine.
AI is okay for:
1.	______________________________
2.	______________________________
3.	______________________________
[Your yes list from the page, with the condition attached to each, e.g. “routine customer emails, read before sending.”]
Anything not on that list isn’t banned. It just means ask ______________ first.”
Part 3 · The two that are never okay (minutes 6 to 7)
“Two things are never okay, no matter the tool, no matter the hurry.
1.	______________________________
2.	______________________________
[Your two hard nos, word for word off the page. Read them twice. Slower the second time.]
If you remember nothing else from this morning, remember those two.”
Part 4 · Checking, and who to ask (minutes 8 to 9)
“Anything with a number, a code requirement, a safety step, or a promise in it gets read by a person against the real source before it goes out. For your work, that person is ______________.
Not sure about any of this, ever? Ask ______________ first. Asking is free.
And the promise on the bottom of the page, which I mean: something went into a tool that shouldn’t have, or something went out wrong, tell ______________ the same day. Nobody gets in trouble for telling.”
Part 5 · The page itself (minutes 10 to 12)
[Read the whole one page out loud, top to bottom, including the line that covers you. It runs about a minute. Don’t summarize it. Read it.]
Part 6 · Questions (minutes 13 to 14)
[Take them. When one stumps you, say “good question, I don’t know yet,” write it down where they can see you write it, and answer it by Friday. When time’s up and hands are still raised, collect the rest the same way.]
Part 7 · Signatures (minute 15)
“I’m signing first, because the page covers me too. Then I need everybody’s signature before the end of the day. Signing means you heard the rules, that’s all. The page is going up ______________ [where it will live: the visors, the wall by the phones, the tablet], so you don’t have to memorize anything.”
[Sign the top line where they can see you. Leave the sheet somewhere with a pen on it.]


Questions I owe answers to (by Friday)
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If a question changes the page, the page gets a new version number, the changed line gets read at the next huddle, and every old copy comes down.
T-10 · The Toolbox Talk Script · from AI Rules for Your Business by Don Sykes · sykesystem.com




