AI tools we use: [organisation]
Every AI tool anyone here uses for work, on one page. We check it every [three months], and whenever a tool changes its plans or settings.
	Tool and account
	Personal or work account
	Who uses it
	Approved for
	Never for
	Training on our data switched off? Where?
	Owner
	Last checked

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



How to fill it in
· Tool and account: the product and the account it runs on, such as a personal account or the [organisation] workspace.
· Approved for: the jobs it’s allowed for.
· Never for: anything on our never-paste list, and any job this tool shouldn’t do.
· Training: whether what we type can be used to train the maker’s models, and the name of the setting that controls it.
· Last checked: the date someone read the tool’s current settings, not the date it was added.
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