[Company Name]
AI Usage Policy 


	Purpose & Applicability


This policy outlines the foundational principles and standards for the responsible use of Artificial Intelligence (AI) technologies, tools and systems within [Company Name]. It is applicable to all employees, contractors, and external partners using or interacting with AI tools on behalf of the [Company Name].

	Core Ethical Principles for AI Use


All AI activities at the Company shall align with the following values:
· Transparency – Clearly communicate when AI is used, especially in external-facing or decision-making scenarios.
· Data Responsibility – Protect personal, confidential, or regulated data within all AI Tools.  Understand where uploaded data are stored and how they are used by the AI service provider - do not engage with vendors or providers that use the Company’s Inputs to train their own model or that store the Inputs for longer than 30 days
· Human Oversight – Retain human judgment in all material decisions influenced by AI.  Ensure AI outputs do not perpetuate bias or exclude any group unfairly.
· Security by Design – Implement safeguards and follow security best practices to prevent misuse, manipulation, or breaches involving AI Tools.

	Tool Approval


All AI Tools, whether used internally, for customer support, or integrated into business processes, must undergo appropriate procurement/vendor risk management review ([IT, Security, Compliance, Legal, Finance, etc.]) prior to deployment or purchase. This ensures that AI Tools align with the Company’s security, privacy, and risk management standards.
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	Handling AI Inputs and Outputs


· [bookmark: _vc0scdfwevy9]Input Restrictions: Do not provide AI Tools with confidential financials, customer data, PII, or internal intellectual property unless approved.
· [bookmark: _ukb4ivkz5fzl]Output Management: All AI-generated output  must undergo the same review process as human-generated content before distribution.All AI use must comply with applicable privacy laws, company policies, and regulatory requirements.


	Appropriate Use of AI Tools



Employees may use approved AI Tools in support of:
· Enhancing business productivity (e.g., summarizing data, creating reports, generating insights).
· Streamlining internal processes (e.g., automation of accounting, customer support, documentation, operational workflows).
· Creating first drafts of communications or content, with proper review prior to use.
· Supporting decision-making, when verified by human experts.

	Unacceptable AI Use


· To mitigate risks, the following uses are strictly prohibited:
· Delegating final decisions in hiring, firing, legal, or financial matters to AI.
· Inputting Company protected/confidential data into unsecured or public AI systems.
· Inputting third-party protected IP without permission.
· Using AI to impersonate individuals or generate deceptive content.
· Circumventing internal controls or security practices via AI.
· Leveraging AI for surveillance or profiling without legal authorization.
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	Human Oversight (“Human-in-the-loop”)


AI Tools must operate under appropriate human supervision. Specifically:
· All AI-generated outputs must be reviewed and validated by a human before action is taken.
· Users should override or reject AI-generated outputs that appear incorrect, incomplete, biased, or out of context.
· Final accountability always remains with the human operator, not the AI.

	Managing Misinformation and AI “Hallucinations”


Some AI Tools may generate inaccurate, misleading, or fabricated content. To address this:
· Clearly define the specific processes or tasks the AI system is handling. For high-risk areas such as accounting, financial management, and core operations, prioritize auditable AI products that offer transparency, enforce human-in-the-loop principles, and provide comprehensive logging to mitigate risk.
· Never treat AI outputs as authoritative without independent, human validation.
· Use outputs as a starting point, not as a conclusive answer.
· Include disclaimers when sharing AI-assisted content externally, especially if not fully verified.

	Oversight & Governance


[Company Name] will designate an AI Governance Committee or equivalent authority to:
· Evaluate and approve new AI use cases.
· Monitor adherence to this policy.
· Stay informed of emerging regulations and industry trends.
· Provide training and resources to staff regarding safe and ethical AI use.
· Maintain clear records when using AI tools to support key decisions or generate deliverables.
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	Policy Violations & Enforcement


Violations of this policy may result in disciplinary action, system access restrictions, or other consequences appropriate to the violations. Suspected misuse should be reported to [Governance/Legal/Compliance Contact or Committee].

	Review & Maintenance


This policy will be reviewed on a [quarterly/annual] basis and updated as needed to reflect advances in AI technology, regulatory requirements, and organizational practices.
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