
AskGeeks

Our AI use policy
Fill in the blanks, print it, and put it where the team will see it. Review it every six months as
tools change.

TO: everyone at FROM: 

DATE: REVIEW BY: 

Approved tools → Tools we use: 

→ Plan and data settings checked by: 

→ New tools need approval from: 

Never paste in → Passwords or logins

→ Card, bank or ID numbers

→ Health information

→ Other people’s personal data, unless approved

→ Confidential contracts

Always → Check facts, prices, names and dates

→ Read every AI draft before a customer sees it

→ Leave out details the task doesn’t need

Not allowed → AI decisions about hiring, firing or credit

→ AI images of real people

→ Passing off AI text as professional advice

If something
goes wrong

→ Tell  the same day

→ Write down what was shared, in which tool, and when

→ Change any password that was exposed

Questions? Ask Signed 

The full template, with notes on each rule, at askgeeks.com/guides/ai-policy-for-small-business. askgeeks.com


