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Template Document Disclaimer
This document is a starting-point template only. It must be reviewed, customized, and formally approved before use.
This template is provided for general informational and business-use purposes only. It is not a final, client-ready document. Each organization must revise this template to reflect its legal entity, operating environment, systems, controls, personnel, risk profile, contractual obligations, and applicable legal and regulatory requirements before adoption or reliance.
This template does not constitute legal advice, regulatory advice, audit advice, compliance advice, or any other professional advice. Use of this template does not create any attorney-client, advisory, fiduciary, or professional-services relationship except as expressly stated in a separate written agreement. Organizations should consult qualified legal counsel, compliance professionals, and other appropriate advisors before relying on this document.
No representation, warranty, or guarantee, express or implied, is made regarding the accuracy, completeness, sufficiency, enforceability, merchantability, fitness for a particular purpose, or suitability of this template for any specific organization, environment, or use case. This template is not a guarantee of compliance with any law, regulation, regulatory guidance, enforcement expectation, examination standard, framework, control set, industry practice, or contractual requirement, including but not limited to cybersecurity, privacy, financial-services, consumer-protection, or sector-specific obligations.
Each organization is solely responsible for performing its own legal, regulatory, operational, technical, and risk review; validating the accuracy and practicality of the content; testing the documented procedures; and updating the document to align with actual business processes and current requirements. If this template conflicts with applicable law, regulation, guidance, internal policy, or operational reality, the organization must modify the document accordingly before use.
To the maximum extent permitted by law, SecureCyberInsight disclaims all liability for any direct, indirect, incidental, consequential, special, exemplary, punitive, regulatory, or business losses, damages, penalties, costs, expenses, or claims arising from or related to the use of, reliance on, implementation of, distribution of, or failure to modify this template.





Template completion requirements
•	Replace all placeholders, bracketed fields, and sample language.
•	Insert the company name, legal entity, document owner, and approval details.
•	Define the regulatory, contractual, and framework scope that applies to the organization.
•	Validate all procedures, control statements, roles, contact details, and approvals.
•	Obtain legal, compliance, and management review as appropriate before use.
•	Record the approval date, version, and revision history before release or publication.



Machine Learning and Artificial Intelligence Standard Sample

Document Control

**Document title:** Machine Learning and Artificial Intelligence Standard
**Version:** 0.1 Draft
**Owner:** [Chief Information Security Officer / AI Governance Lead / Risk Officer]
**Approved by:** [Executive Sponsor / Governance Committee / Management]
**Effective date:** [Date]
**Review frequency:** At least annually, or when significant changes occur

1. Purpose

The purpose of this Machine Learning and Artificial Intelligence Standard is to define the minimum security, governance, privacy, operational, and compliance requirements for the use, development, acquisition, deployment, monitoring, and retirement of machine learning and artificial intelligence capabilities at [Company Name].

This standard is intended to help [Company Name] use AI and ML in a manner that is secure, controlled, transparent, risk-informed, and aligned with business objectives. It also provides specific instructions to employees regarding permitted and prohibited uses of AI and ML resources.

2. Scope

This standard applies to:

employees, contractors, consultants, temporary staff, interns, and third parties acting on behalf of [Company Name]
internally developed, externally hosted, embedded, open-source, commercial, and third-party AI and ML systems, generative AI, predictive models, recommendation engines, classification models, decision support tools, automation tools, agents, copilots, and model-enabled analytics model training, fine-tuning, retrieval-augmented generation, prompt engineering, data labeling, evaluation, deployment, monitoring, and retirement activities production, development, testing, and pilot use cases where company data, company processes, customer data, regulated data, or business decisions may be affected

3. Framework Alignment Snapshot

	Framework
	Relevant alignment area

	NIST AI RMF 1.0
	Govern, Map, Measure, and Manage functions for trustworthy and responsible AI risk management.

	NIST AI 600-1
	Generative AI risk controls for content safety, data handling, misuse prevention, monitoring, and human oversight.

	NIST CSF 2.0
	Governance, asset management, risk assessment, protective safeguards, detection, response, and recovery.

	ISO/IEC 42001
	AI management system governance, risk treatment, lifecycle controls, monitoring, and continual improvement.

	Privacy and applicable regulations
	Data minimization, lawful use, transparency, retention, and protection of personal and sensitive information.




4. Standard Objectives

[Company Name] will manage AI and ML in a way that:

· establishes accountability for AI and ML use
· limits unapproved, unsafe, or opaque use of AI tools
· protects confidential, restricted, customer, employee, and regulated information
· requires review before high-impact or production use
· maintains human oversight over material business decisions
· reduces security, privacy, legal, operational, and reputational risk
· supports testing, monitoring, and continuous improvement
· preserves evidence of approvals, testing, incidents, exceptions, and reviews

5. Roles and Responsibilities

5.1 Executive Management

Executive management is responsible for establishing governance expectations, approving risk tolerance, assigning accountability, and escalating significant AI-related issues when necessary.

5.2 AI Governance Function

The AI governance function, committee, or designated leadership role is responsible for maintaining this standard, approving high-risk use cases, reviewing exceptions, and coordinating with legal, privacy, security, compliance, and business stakeholders.

5.3 Information Security

Information Security is responsible for assessing AI-related cybersecurity risk, defining technical safeguards, reviewing third-party AI security controls, monitoring for misuse where feasible, and supporting incident response.

5.4 Privacy / Legal / Compliance

Privacy, legal, and compliance functions are responsible for evaluating data use, notice requirements, contractual obligations, intellectual property considerations, regulatory obligations, and records retention implications.

5.5 Business Owners

Business owners are responsible for documenting intended use, data inputs, outputs, business impact, approval needs, human review points, and ongoing operational oversight.

5.6 Developers / Data Science / Engineering

Developers, engineers, data scientists, and technical administrators are responsible for designing, building, testing, securing, documenting, and monitoring AI and ML capabilities in accordance with this standard.

5.7 Users

Users are responsible for using only approved AI and ML services, following data handling rules, validating outputs before business use, reporting issues promptly, and not relying on AI output as automatically correct.

6. Core Principles

AI and ML systems used by [Company Name] should be managed in a manner that is:

· valid and reliable for the intended use
· safe and tested before production reliance
· secure and resilient against misuse, abuse, and unauthorized access
· accountable, with named owners and review responsibilities
· transparent enough for affected stakeholders and governance review
· explainable or interpretable to a degree appropriate for the business risk
· privacy-enhancing and data-minimizing
· monitored for harmful bias, misuse, drift, or control failure

7. AI and ML Use Classification

[Company Name] should classify AI and ML use cases before approval and deployment.

7.1 Low-Risk Use

Examples may include:
grammar and formatting assistance for non-sensitive content
brainstorming that does not use confidential or regulated data
internal productivity support with approved tools and approved data boundaries

7.2 Moderate-Risk Use

Examples may include:

internal analytics influencing business workflows
employee support tools using internal business information
customer communications drafted with human review

7.3 High-Risk Use

Examples may include:

use cases affecting employment, legal, financial, safety, healthcare, security, or regulated decisions
models processing restricted, highly confidential, or regulated data
autonomous actions that could change records, move funds, change security configurations, approve transactions, or communicate externally without review
generative AI used in customer-facing, public-facing, or contractual deliverables without strong control gates

High-risk use cases must receive documented approval before production use.

8. Permitted and Prohibited Use

8.1 Permitted Use

Personnel may use approved AI and ML tools only for authorized business purposes and only in a manner consistent with this standard, related policies, and documented data handling requirements.

8.2 Prohibited Use

Personnel must not:

enter restricted, regulated, secret, export-controlled, or otherwise prohibited data into unapproved AI services
use personal AI accounts or consumer-grade tools for company work unless explicitly approved
submit customer data, employee data, credentials, secrets, encryption keys, source code, incident details, legal strategy, or merger information into AI tools unless explicitly authorized and protected
rely on AI output as the sole basis for disciplinary, employment, lending, security, legal, or other material decisions
bypass procurement, security, privacy, legal, or model review requirements
represent AI-generated output as verified fact without review
deploy self-learning or autonomous capabilities into production without defined control boundaries and approval
remove required human review from high-risk workflows

9. Employee Use Requirements

All personnel using AI or ML tools must follow these minimum instructions:

· use only approved AI tools, models, extensions, agents, APIs, and integrations
· assume AI outputs may be inaccurate, incomplete, biased, stale, or misleading
· verify factual, legal, regulatory, financial, security, and technical output before relying on it
· clearly label AI-generated draft content when internal review or downstream validation is still required
· follow data classification and handling rules before entering data into any AI tool
· remove unnecessary identifiers and minimize the data shared with the tool
· use approved prompts, templates, or workflows when provided
· escalate unusual, unsafe, offensive, or clearly incorrect output to the designated owner or support team
· report suspected data leakage, model misuse, policy violations, or security incidents immediately

10. Use Case Intake and Approval

Before new AI or ML use is introduced, the requestor or business owner must document:

business purpose and expected benefit
users, affected stakeholders, and intended decisions or actions
data sources, data classifications, and data flows
model type, provider, hosting approach, and integrations
automation level and any autonomous action capability
expected output type and required human review
security, privacy, legal, compliance, and operational risks
testing, monitoring, and rollback approach

At a minimum, approval should include the business owner and any required Information Security, Privacy, Legal, Compliance, Risk, or governance reviewers based on use case risk.

11. Data Protection Requirements

11.1 Data Minimization

Only the minimum data necessary for the approved use case may be used with AI or ML systems.

11.2 Restricted Data Handling

Restricted, confidential, regulated, customer, employee, financial, health, payment card, authentication, security operations, and legal data must not be used with AI tools unless explicitly approved and protected through documented controls.

11.3 Training Data Restrictions

Company data must not be used to train external or shared models unless explicitly approved by [Company Name] and contractually protected where applicable.

11.4 Output Handling

Outputs derived from sensitive data must be handled according to the sensitivity of the source data and any downstream business risk.

11.5 Retention and Deletion

Retention, deletion, logging, and provider-side storage settings must be reviewed and configured according to company requirements and applicable obligations.

12. Security Control Requirements

AI and ML systems must be protected with security controls appropriate to their risk, including where applicable:

approved vendor onboarding and security review
authentication and MFA for administrative access
least privilege for users, service accounts, model endpoints, repositories, and data stores
network, API, and secret management controls
logging for administrative actions, model changes, prompt or workflow changes, and material outputs where feasible
vulnerability management for supporting infrastructure, packages, containers, plugins, and model-serving components
change management for prompts, model versions, guardrails, retrieval sources, and deployment pipelines
malware and content scanning where file input or output is allowed
segmentation or environment separation for development, testing, and production

13. Third-Party AI and Vendor Requirements

Before using a third-party AI provider, [Company Name] should evaluate:

provider security posture and available assurance documentation
data ownership, data retention, training use, and confidentiality terms
hosting locations and subcontractor dependencies where relevant
support for tenant isolation, access control, auditability, and deletion
incident notification expectations
intellectual property and licensing terms
model safety controls, content filtering, and abuse-prevention capabilities

High-risk or externally exposed use cases should not proceed without documented due diligence and appropriate approval.

14. Development and Model Lifecycle Requirements

Where [Company Name] develops, fine-tunes, or materially configures AI or ML capabilities, the following minimum controls apply:

14.1 Approved Development Practices

Development must follow approved secure development, change management, and environment management practices.

14.2 Training and Evaluation Data Quality

Training, validation, retrieval, and evaluation datasets should be documented, quality-checked, and reviewed for relevance, integrity, provenance, and inappropriate bias or contamination where feasible.

14.3 Model Documentation

Teams should maintain documentation sufficient to explain:

intended use and limitations
data sources and assumptions
evaluation methods and acceptance criteria
known failure modes and prohibited use conditions
review and approval history

14.4 Testing Before Release

Testing should include, as appropriate:

functional accuracy and reliability checks
adverse or edge-case testing
prompt injection, jailbreak, abuse, and unsafe-output testing for generative AI
privacy and security validation
bias or disparate-impact review where decisions may affect people materially
rollback and fail-safe validation

14.5 Production Change Control

Material changes to prompts, models, rules, retrieval sources, autonomous actions, or integrations must be reviewed, approved, tested, and documented before production release.

15. Human Oversight and Decision Controls

Human review must remain in place for high-risk use cases and for outputs that may materially affect:

customers, employees, applicants, or third parties
legal or regulatory outcomes
financial commitments or payment actions
security operations or incident handling
contractual commitments or public statements

Where AI assists decision-making, the human reviewer must have enough context, authority, and time to evaluate the output rather than merely rubber-stamp it.

16. Monitoring, Drift, and Performance Review

[Company Name] should monitor approved AI and ML systems for:

performance degradation or model drift
unexpected output patterns
harmful or unsafe content
unauthorized use or scope expansion
control failures, outages, or integration errors
data leakage or privacy concerns

Monitoring frequency should reflect the use case risk. Significant issues must trigger review, remediation, rollback, or suspension as appropriate.

17. Transparency, Notice, and Content Labeling

When appropriate to the use case, [Company Name] should:

disclose internal or external AI use where required by law, contract, policy, or risk treatment decisions
label AI-generated drafts or synthetic content when confusion or misuse could result if unlabeled
maintain internal records of where AI materially supports business processes or decisions

18. Incident Reporting and Response

Suspected or actual AI-related incidents must be reported immediately in accordance with incident reporting requirements. Examples include:

unauthorized disclosure of company, customer, or employee data through an AI tool
harmful, abusive, or unsafe model behavior
inaccurate outputs causing business disruption or customer impact
prompt injection, model abuse, unauthorized agent action, or control bypass
third-party provider compromise or major service failure

Response actions may include disabling access, rotating credentials, suspending integrations, preserving evidence, notifying stakeholders, and initiating legal, privacy, or customer notification review.

19. Training and Awareness

Personnel with access to AI or ML tools must receive training appropriate to their role. Training should cover:

approved and prohibited uses
data handling rules
hallucination and output validation risks
prompt safety and secure workflow practices
escalation and incident reporting expectations
role-specific responsibilities for developers, reviewers, approvers, and administrators

20. Exceptions

Any exception to this standard must be documented, justified, approved by authorized management and required control functions, time-bound where possible, reviewed periodically, and supported by compensating controls.

21. Violations

Violations of this standard may result in access removal, suspension of AI tool use, disciplinary action, contract termination, legal review, or other corrective action depending on the severity of the violation.

22. Evidence and Records

Retain evidence for:

approved AI and ML inventories
use case intake and approval records
data protection and vendor review records
testing results and evaluation summaries
model, prompt, workflow, or configuration changes
monitoring reviews and issue remediation
exceptions and compensating controls
incidents, investigations, and response actions
training completion and awareness records

23. Required Review Artifacts

Organizations implementing this standard should maintain or adapt the following supporting artifacts:

AI and ML use case inventory
AI risk assessment or intake form
approved tool and provider list
data handling guidance for AI use
secure prompt and review guidance
model or system evaluation checklist
AI incident response playbook updates
third-party AI due diligence questionnaire

24. Sample Required Notifications

AI use case review request

Subject: AI/ML use case review required: [Use Case Name]

Business owner: [name]
Department: [department]
Tool or model: [tool / provider / model]
Intended use: [summary]
Data involved: [classification / types]
Human review point: [describe]
Requested go-live date: [date]
Risk tier: [low / moderate / high]

AI incident notification

Subject: AI/ML incident reported: [System / Use Case]

Reported by: [name]
Date and time discovered: [date / time]
Tool or model: [tool / model]
Description of issue: [summary]
Data involved: [if known]
Business impact: [summary]
Immediate containment action taken: [action]

AI exception request

Subject: AI/ML standard exception requires approval: [Use Case / Tool]

Exception requested: [description]
Reason: [business or technical reason]
Affected system or workflow: [name]
Compensating controls: [controls]
Requested expiration date: [date]
Owner: [name / role]

25. Approval and Document Control

**Document Owner:** [Title / Department]
**Approved By:** [Executive / Committee]
**Effective Date:** [Date]
**Last Reviewed:** [Date]
**Next Review Date:** [Date]
**Version:** [Version Number]
Template only: this document requires customization, validation, and approval before use.
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