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Al Policy Readiness Checklist

For HR, IT, operations leaders and business owners.
Identify unanswered questions before adopting or refreshing an Al policy.

Organization: Owner: Date:

Mark one response per row. “Yes” means you can point to evidence, not just an intention.!

Yes Not yet Unsure
01 Ownership
Is someone accountable for Al policy and tool decisions?

02 Inventory
Do we know which tools are used, for what tasks and by whom?

03 Approval
Is there a process for approving new tools and use cases?

04 Data boundaries
Are allowed and restricted inputs defined for each tool?

05 Vendor review
Have we reviewed retention, training-use and access settings?

06 Human review
Is it clear who checks Al output before it is used or shared?

07 High-impact uses
Are hiring and other consequential uses flagged for extra review?

08 Training
Do employees know the rules and where to ask questions?

09 Incidents
Can employees report a concern, with an owner to respond?

10 Maintenance
Is a review date set, with changes and decisions documented?

Choose one next action

Priority gap / next action:

Responsible owner: Review date:

Do not turn the checks into a compliance score. “Not yet” or “Unsure” is a prompt for follow-up.

Want a working draft? Explore the guide and fillable policy template.
https://adrianwillanger-cyber.github.io/Al-Governance-Guide/

Educational material, not legal advice or a compliance assessment. Obtain qualified legal review before adopting a policy, especially for
regulated or high-impact decisions.

1. Governance prompts informed by NIST Al RMF Playbook: Govern. Independent worksheet, not NIST-issued.
https://airc.nist.gov/airmf-resources/playbook/govern/
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