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Is it safe to use AI at work?
A three-question checkpoint before you put work data into an AI tool.

1 Is this AI tool approved by your company?
Confirm the tool, account, data, and workflow with the team responsible for
approval.

Approval / responsible person:

2 Is this data protected by law?
Ask your security or compliance team which requirements apply. Do not assume
general tool access means approval.

Approval / responsible person:

3 What happens if this data leaks?
Consider who could be affected. Get the responsible team’s review before
automating information that could cause harm.

Approval / responsible person:

The box rule
Inside: draft, sort, summarize.
Outside: send, approve, decide. A human keeps the final responsibility.

Use approved, non-sensitive material while you establish the workflow.
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