


AI ACCEPTABLE USE POLICY TEMPLATE
Purpose
The purpose of this policy is to define how employees may safely, securely, and responsibly use Artificial Intelligence (AI) tools within [Company Name].
AI tools can improve productivity, efficiency, and decision-making, but must be used in a way that protects company data, customers, and employees. 
Scope
This policy applies to all employees, contractors, and temporary staff, as well as all devices used for company work, whether company-owned or personal.
It applies to all AI tools, including both approved and unapproved tools, such as but not limited to:
· ChatGPT, Copilot, Google Gemini
· AI writing, coding, or design tools
· AI features embedded in software such as Microsoft 365
Approved AI Use
Employees are encouraged to use approved AI tools for legitimate business purposes, including:
· Drafting emails, documents, or reports
· Summarizing information
· Brainstorming ideas
· Creating outlines, presentations, or templates
· Assisting with coding or technical troubleshooting
AI should be used to support work, not replace employee judgment or responsibility.
Prohibited Use
The following uses of AI are not allowed:
· Entering confidential, client, employee, financial, legal, regulated, or proprietary information into unapproved AI tools.
· Generating misleading, deceptive, discriminatory, or harmful content.
· Making business, employment, financial, legal, or compliance decisions without human review.
· Circumventing company policies, security controls, or established procedures.
· Using AI tools that have not been approved by the company for handling company data.
· Deploying autonomous AI agents that access company systems or take action without approval from IT and management.
· Entering sensitive information such as passwords, multifactor authentication codes, API keys, encryption keys, or other credentials without Manager approval.
Data Security and Privacy
Employees must treat AI tools as public systems unless explicitly approved otherwise.
Sensitive or confidential information such as healthcare, legal, financial, export-controlled, or other protected data must not be entered into AI systems unless the tool has been approved by IT and appropriate data protection agreements are in place.
Employees must continue to follow all company data protection and security policies when using AI.
Accuracy and Human Oversight
Employees are responsible for reviewing and validating all outputs before use.
Employees must apply professional judgment and ensure all work meets company standards and regulatory requirements.
The employee, not the AI tool, is accountable for all work produced.
Approved Tools
The following company provisioned AI tools are approved for use:
· [Add approved tools here]
All other AI tools must be approved by IT before use with company data.
Monitoring and Compliance
Use of AI tools on company systems may be monitored to ensure compliance with this policy and to protect company data and systems.
Employees are required to report AI Acceptable Use Policy violations
Failure to follow this policy may result in disciplinary action.
Questions and Support
If there is any uncertainty about appropriate AI use, employees should contact 
Decision Maker] before proceeding.
Acknowledgment
By using AI tools for company work, employees agree to follow this policy.
