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Artificial Intelligence (AI) Use Policy  
We recognize that Artificial Intelligence (AI) tools can support productivity, creativity, and efficiency when used responsibly. This policy sets clear expectations for how AI may and may not be used in the workplace.  
Approved AI Tools  
Employees may only use:  
· AI tools provided through the company systems  
· Currently, Microsoft 365 Copilot and Adobe Creative Suite  	 
· It’s important to note that this refers to our corporate Microsoft 365 Copilot and not the public Microsoft Copilot tools (Bing). The branding can be confusing, so if in doubt, check for a Green Shield with a check box. 
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· Other AI subscriptions that management has explicitly approved and provided to specific employees, such as Grammarly  
· AI features that are built into our business applications from our vendors. 
The use of personal AI accounts, free tools, or unapproved AI services for work purposes is not permitted.  
Prohibited Use of AI  
To protect our clients, our intellectual property, and our reputation:  
· AI tools must not be connected to, embedded in, or used as part of outside software services, platforms, or third-party systems.  
· Employees must not upload, paste, or process company, client, or partner data through unapproved AI tools.  
· Confidential, proprietary, or sensitive information must never be entered into unapproved AI systems unless explicitly authorized by management.  
· Meeting organizer or notetaker bots are not allowed except for our own Microsoft 365 Copilot recording and transcript features.   
These rules apply even if the AI tool claims to be secure or private.  
Art, Design, and Creative Work  
We place a high value on original creative work.  
· Company artwork, graphic designs, branding assets, illustrations, photography, layouts, or creative files must never be run through AI tools.  
· AI may not be used to modify, remix, analyze, or generate variations of company or client creative assets.  
· All design and artistic work must remain human-created unless Management provides written approval for a specific use case.  
This protects intellectual property, client trust, and creator rights.  
Human Review and Accountability  
· AI may be used to assist with drafting or ideation only where approved.  
· All AI-assisted content must be reviewed, verified, and approved by a human before it is shared, published, or delivered.  
· Employees remain fully responsible for the accuracy, quality, and appropriateness of their work, regardless of AI involvement.  
Remember, AI suggestions are tools, not decisions.  
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Enterprise data protection
applies to this chat.
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Specializing in:

Consulting Graphic Design Marketing Services Search Engine Optimization
Websites Writing & Storytelling Hosting & Data Center Speaking & Training




