AI use policy template
As of October 19, 2026.
Not legal advice.
Replace every bracketed item, then have counsel review this policy before adoption.

[Business name] AI use policy
Owner: [name and role] | Effective date: [date] | Next review: [date]
Counsel review: [counsel] reviewed this on [date]. Until then it is a draft
and is not in force.

1. Approved tools. Staff may use [tool and approved plan] for [approved tasks].
   Ask [owner] before using another AI tool, account, extension or feature for work.
2. Data. Do not enter client, matter or business information into an unapproved tool.
   For each approved tool, follow [data categories allowed], [client or project
   access rules] and [retention requirement]. If unsure, stop and ask [owner].
3. Review. A person in [reviewer role] checks AI-prepared work against its
   source material before it reaches a client or is used for a decision.
   Record approval in [system or location]. The responsible professional makes
   all final judgments, signatures and external communications.
4. Client messages. Drafts, including intake replies and status notes, wait
   until [role] accepts them. The tool does not send them.
5. New tools. Send requests to [owner]. Before approval, check permitted data,
   access, vendor terms, output quality and who will maintain the workflow.
   The owner updates and shares the approved-tool list.
6. Mistakes and exceptions. If restricted data enters the wrong tool, or an
   output is sent without review, report it promptly to [contact and channel].
   [Owner] records what happened and coordinates the business's response.
7. Review. Revisit this policy at onboarding, when a tool or workflow changes,
   and at least [review interval].

Accounting firms — IRC §7216
IRC §7216 requires the taxpayer's written consent for uses outside the regulatory exceptions. Name the tasks that need it. See the IRS Section 7216 information center.

Precision AI OS
