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T-12
The Automation Register
	OWNER’S NOTES · FOR YOU, NOT THE CREW. DELETE THIS PAGE BEFORE YOU PRINT THE FORM.
Who it’s for: any company whose software can act on its own, booking, sending, paying, or changing records. Tier 2 and 3 keep the full register; a small shop keeps the first three questions on a sheet of paper inside the office door. Time: about an hour for the first pass, ten minutes per new automation after that. Have ready: your AI inventory (T-2 section 11) or your approved list, your tool forms (T-8), and the admin settings of every piece of software you pay for, open in front of you.
How to use it (owner’s side, not printed for the crew)
1.	One entry per automation. An automation is anything that can book, cancel, send, order, pay, or change a record without a person pressing the button, whatever the vendor calls it.
2.	The register grows out of the inventory. The inventory (T-2 section 11) says what you use; the register says what each one can do by itself. If you keep both, give them the same row numbers.
3.	Fill it in from the settings, not from memory or the sales page. If the settings can’t answer a question, that’s a question for the vendor, and the entry isn’t finished until it’s answered.
4.	The approval rule on the back is the register’s reason for existing. Every entry either meets it or carries a line showing who decided otherwise, and why.
5.	An off switch you’ve never flipped is a theory. Test each one, write the date, and test again after any major update.




[COMPANY NAME] AUTOMATION REGISTER · Entry # ______ · Date ______________
1.	Automation: ______________________________ (what it is, in whose software)
2.	What it can do on its own: ☐ book ☐ cancel ☐ send ☐ order ☐ pay ☐ change a record · Details: ______________________________
3.	What it can touch: ______________________________ (which systems; read only, or read and write)
4.	Reads outside content? ☐ yes ☐ no (email, texts, calls, web pages, or messages from people outside the company)
5.	Limits: ______________________________ (dollar cap, hours, job types, how many per day)
6.	Needs a person for: ______________________________ (which actions wait for a yes, and whose) · Who can change that setting? ☐ the company ☐ the person who set it up
7.	Owner: ______________
8.	Off switch: where ______________ · who can flip it ______________ · last tested ______ (for a personal agent, the off switch is removing its access in our admin console)
9.	Record of what it did: ______________________________ (where its actions are logged, and who reads the log)
10.	Last reviewed: ______ (at the quarterly review, and after any update)


BACK OF THE SHEET · The approval rule (post this part)
A person says yes before any software here:
•	sends anything outside the company,
•	spends or refunds money,
•	promises a time or a price,
•	touches a safety question, or
•	does anything that can’t be undone.
If an automation can do one of those without a yes, either switch that permission off or write down who decided to allow it, and why.
Exception: ______________ · Decided by: ______________ · Date: ______ · Reason: ______________________________
A small shop: questions 1, 2, and 8 on one sheet of paper are the whole register. If you can’t answer question 2 for something you pay for, open the settings this week.
Regulated, audited, or contract-bound: settings changes go through change control with a record; action logs are kept and sampled; off switches get tested on a schedule, with dates; and your contracts say, both directions, what your software may agree to and what you’ll accept from someone else’s.
At every quarterly review (T-9): re-open the settings for each entry, sample a few approvals to confirm a person is still reading them, and add an entry for anything new.
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