




BONUS — TEMPLATE
AI Acceptable Use Policy Template

A starter policy your staff and board can adopt before AI use gets ahead of your guardrails. Fill the bracketed blanks, delete what doesn’t fit, and run it past your counsel. Built for association teams.
How to use this: Replace every [bracketed prompt] with your specifics. This is a practical template, not legal advice — have your attorney review before adoption. Pair it with GPT #66 (AI Governance & Policy) to tailor it further.
1. Purpose & scope
This policy governs how staff, contractors, board members, and volunteers of [Association Name] use generative AI tools (such as ChatGPT, Claude, and Microsoft Copilot) in the course of their work. It applies to all AI use that touches association data, members, communications, or decisions — whether the tool is paid, free, or embedded in software we already license.
2. Our stance on AI
We encourage responsible AI use to serve members better and work more efficiently. AI is a tool to assist judgment, not replace it. A staff member is always accountable for any work product, regardless of how much AI helped produce it.
3. Approved & prohibited uses
	Encouraged
	Prohibited without approval

	Drafting, editing, and brainstorming content
	Entering confidential member PII into public AI tools

	Summarizing public documents and research
	Pasting full board minutes, financials, or contracts into unapproved tools

	Analyzing anonymized data and survey results
	Using AI output as final without human review

	Generating first drafts of routine communications
	Passing AI-generated content off as a named person’s original words without disclosure

	Learning, upskilling, and prototyping
	Making consequential member, legal, financial, or HR decisions on AI output alone


4. Data & confidentiality rules
Never paste member personally identifiable information, passwords, or legally privileged material into tools that are not on our approved list.
Anonymize or aggregate data before analysis. Strip names, emails, and IDs first.
Approved tools as of [date]: [list, e.g., ChatGPT Team, Microsoft 365 Copilot, Claude Team]. These offer business data-protection terms; free consumer tools do not.
When in doubt, ask [role, e.g., the AI lead / IT] before entering anything you wouldn’t post publicly.
5. Disclosure & transparency
Disclose AI use when it would matter to the reader — e.g., AI-assisted member communications of consequence, research summaries, or board materials, per [your standard].
Do not publish AI-generated quotes attributed to real people as their authentic words.
Fact-check every claim, statistic, citation, and name AI produces. AI can fabricate confidently.
6. Accuracy, bias & human review
A qualified human must review AI output before it is sent, published, or acted upon. Watch for factual errors, outdated information, bias, and tone that doesn’t match our brand. The reviewer — not the tool — owns the result.
7. Roles & responsibilities
	Role
	Responsibility

	[AI Lead / Champion]
	Maintains the approved-tools list, fields questions, updates this policy

	All staff & volunteers
	Follow this policy; flag risks and uncertainties

	Managers
	Model good practice; ensure their teams are trained

	Leadership / Board
	Approve the policy and review it [annually]


8. Acknowledgment
I have read and agree to follow [Association Name]’s AI Acceptable Use Policy.
Name: ____________________
Signature: ____________________
Date: __________
This template is provided for convenience and is not legal advice. Have qualified counsel review before adoption.
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