AI use policy of COMPANY NAME
A template to review with a lawyer. It is a starting point, not legal advice. Check the parts on personal data, provider agreements and AI Act obligations with a lawyer before adopting it.
Adopted on ____________
Person responsible ____________
Next review ____________
1. Tools
•  At work we use these AI tools. LIST OF TOOLS.
•  A new tool only after talking to the person responsible, who adds it to the list.
2. Accounts
•  For work we use only accounts created with a company email address.
•  In every account, model training on our chats is switched off. We check this when the account is created and at every review.
•  When someone leaves the company, the person responsible takes over their account.
3. What we never paste
•  Passwords, access codes and system keys.
•  National ID numbers, ID card, passport and payment card numbers.
•  Health information about clients and staff.
•  Documents marked confidential or covered by secrecy.
4. Client and staff data
•  Before pasting, we replace names, phone numbers, addresses and numbers with labels, for example CLIENT A or INVOICE 1.
•  We process contracts, client data and staff data only in a business tool the company has a data processing agreement with.
•  Whether such an agreement is needed and what goes into the record of processing activities, we settle with a lawyer.
5. Checking the result
•  Everything AI prepared is read by a person before it goes to a client, an authority or publication.
•  Numbers, dates, names, legal rules and quotes are always checked at the source.
•  AI sends nothing to clients by itself, unless the person responsible allows it in writing.
6. Labelling
•  Images, video and audio made with AI that could pass for real are published with a note that they were made with AI.
•  We tell clients about AI the same way across the company. COMPANY RULE.
7. Mistakes and slips
•  We report a mistake or accidentally pasted data straight away to this person. FULL NAME.
•  Reporting is not a reason for punishment. Hiding a mistake is.
8. Training and review
•  Every new person reads these rules in their first week.
•  Once a quarter we talk about who uses what, and we update this document.
I have read these rules
	Full name
	Date
	Signature

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



