Artificial Intelligence (AI) Acceptable Use Policy
Purpose
The purpose of this policy is to establish guidelines for the safe, responsible, and effective use of Artificial Intelligence (AI) tools within the organization.
Approved AI Tools
Employees may only use AI tools approved by management or the IT department. Personal or unapproved AI systems may not be used for company business unless specifically authorized.
Data Protection Requirements
Employees must not enter confidential, proprietary, financial, customer, employee, legal, healthcare, or security-related information into AI systems unless expressly approved.
Human Review Requirement
All AI-generated content must be reviewed by a qualified employee before being used for business purposes.
Prohibited Uses
AI may not be used to violate laws, generate fraudulent content, create malware, circumvent security controls, or make unauthorized business commitments.
Intellectual Property and Copyright
Employees must verify that AI-generated content does not infringe upon intellectual property rights or licensing restrictions.
Transparency
Where appropriate, employees should disclose material AI involvement in customer-facing communications or deliverables.
Security Requirements
Employees must follow company cybersecurity policies and report suspected AI-related security incidents immediately.
Monitoring
The company reserves the right to monitor AI usage conducted on company-owned systems and accounts.
Violations
Violations of this policy may result in disciplinary action up to and including termination.
Common Sense Rule
If you would not publicly post it, email it to a competitor, or discuss it in a public meeting, do not enter it into an AI system.
AI Governance and Oversight
The Company will designate management and/or IT personnel responsible for overseeing AI adoption, reviewing approved AI platforms, monitoring risks, evaluating security controls, and updating this policy as technology evolves.
Management reserves the right to restrict, suspend, or prohibit the use of any AI platform that creates legal, security, operational, or reputational risk.
Legal Disclaimer
Artificial Intelligence systems may produce inaccurate, incomplete, outdated, biased, or misleading information. The Company makes no representation that AI-generated content is accurate or suitable for any specific purpose.
Employees remain fully responsible for all decisions, communications, recommendations, and work products that incorporate AI-generated content.
This policy is intended as a general guideline and does not constitute legal advice. Organizations should consult legal counsel before adopting or implementing any AI policy.

AI Policy Addendum - Approved AI Platforms
Add this section to the AI Acceptable Use Policy template.
Approved AI Platforms
Employees may only use AI platforms approved by the Company. The use of unapproved AI tools, browser extensions, AI assistants, AI note-taking tools, AI meeting recorders, or personal AI accounts for company business is prohibited unless specifically authorized.

Approved AI Tools for Our Organization:
1. ______________________________________________
2. ______________________________________________
3. ______________________________________________
4. ______________________________________________
5. ______________________________________________

Policy Owner: ____________________________________
IT Contact: ______________________________________
Policy Effective Date: ___________________________
Next Review Date: ________________________________
Approved Use Cases
Platform: ______________________________
Approved Uses: _________________________________________________
______________________________________________________________
AI Tool Approval Criteria
Before approving an AI platform, the Company may evaluate data privacy practices, security controls, multi-factor authentication support, data retention policies, regulatory compliance requirements, user access controls, vendor reputation, and contractual protections.

Employee Acknowledgment Form
I acknowledge that I have received, read, and understand the Company's Artificial Intelligence (AI) Acceptable Use Policy.
I agree to comply with all requirements outlined in the policy and understand that violations may result in disciplinary action.

Employee Name: ______________________________________

Employee Signature: _________________________________

Date: ______________________________________________


Policy Approval and Authorization
Organization: _______________________________________

Approved By: _______________________________________

Title: _____________________________________________

Signature: _________________________________________

Date: ______________________________________________
