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AI Governance Policy Template
Free template from helpdocs.io/templates/ai-governance-policy/
1. Policy details
Include the policy name, its version, the effective date, who owns it, who approved it, and when the next review is scheduled.
2. Purpose
This policy is here to keep your AI use effective, lawful, and consistent with your values. It also puts clear accountability behind every system, so you always know who owns what.
3. Scope
Spell out what this policy reaches: AI systems you develop, AI tools you purchase, AI features built into other software, and AI agents that operate within your systems. Call out exactly which teams, regions, and subsidiaries are in scope.
4. Principles
Every AI use has to meet a short set of commitments, spelled out in plain language. A few of them:
1. Accountability: each AI system comes with a named person responsible for it
1. Human oversight: people step in to review any decision with real consequences for others
1. Transparency: people are told when AI is involved, at least where it matters
1. Privacy and security: data in AI systems gets the same protection as everywhere else
1. Fairness: systems get checked for unfair outcomes before and after going live
5. Roles and responsibilities
Here you'll see who owns each task. Name roles, not people, when you write these in.
1. Executive sponsor: owns the policy overall and settles escalations that need a final call
1. Governance group: looks over higher-risk uses and refreshes the policy as needed
1. System owner: takes responsibility for a single AI system from start to finish
1. Legal, security, and privacy: each check uses that touch their domain
1. All staff: stick to the AI policy and flag anything that worries you
6. AI inventory
Before any AI use goes live, it gets logged in one central register. List the fields each entry needs to carry.
	Field
	What to record

	System name
	

	Owner
	

	Purpose
	

	Data used
	

	Risk tier
	

	Vendor
	

	Approval date
	

	Next review
	


7. Risk classification
Here's how AI uses get bucketed into risk tiers, and what each level asks of you. Weigh what the system touches (people, money, safety, legal obligations) against how closely you check its output. Anything in a higher tier calls for a full AI risk assessment plus sign-off from the governance group.
	Tier
	Typical examples
	Requirements

	Low
	
	

	Medium
	
	

	High
	
	


8. Approval lifecycle
Walk through the journey every new AI use takes: proposal, risk classification, assessment, approval, launch, and retirement. Then name the approver for each tier and the evidence they want in hand before signing off.
9. Third-party and vendor AI
Before you buy a vendor's AI tool, check how it handles data, how it keeps things secure, where processing happens, whether it trains on your data, and what the contract terms cover. You'll also want to catch and review AI features that get added to tools you already use.
10. Monitoring
Keep tabs on the systems running in production, watching for performance issues, accuracy problems, drift, complaints, and shifts in how people use them. Choose how frequently each tier gets reviewed.
11. Incidents
Define what you count as an AI incident, describe how it gets reported, and name who does the investigating. Then show how the lessons get folded back into your inventory and the policy. Include a link to your incident report template.
12. Records and documentation
Know what documentation each system needs and how long you'll keep it. That covers assessments, approvals, testing results, and changes. Keeping those records in good shape is what lets you respond when customers, auditors, or regulators come asking questions.
13. Training
The training system owners, reviewers, and staff need, plus how frequently it gets updated.
14. Review
How often you revisit the policy, and the circumstances that call for a review ahead of schedule, such as adopting a new kind of AI use or a shift in legal obligations.
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