AI TOOLS AND CONNECTIONS REGISTER
AI tools and connections register
Every AI tool, feature, agent and connection we use for work, and the limits on each. The policy owner keeps it, and reviews each line by its review date.
	ORGANISATION
[Organisation name]
	KEPT BY
[Name, role]
	LAST UPDATED
[Date]



	Tool
	Plan
	Who may use it
	Data allowed
	Connected apps
	Can they write?
	Approval setting
	Level allowed
	Memory
	Scheduled tasks
	Owner
	Review date

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 



AI TOOLS AND CONNECTIONS REGISTER
How to fill it in
	Column
	What to write

	Tool
	The tool, feature, agent or connector, as people know it. One line each, including AI features inside software you already use.

	Plan
	The plan or licence you use, for example a business or team plan. Personal and free accounts are not used for work.

	Who may use it
	A team, a role or named people.

	Data allowed
	What may go in. Nothing on the policy's never list, unless this line approves it under the policy's one exception. Never passwords.

	Connected apps
	Every app it can reach: email, calendar, files, chat, a CRM. Write "none" if none.

	Can they write?
	For each connected app: read only, or can also write (send, change, delete).

	Approval setting
	The tool's own setting that makes it ask before it acts, and what you chose. "Ask first" is set here, in the tool, not typed in a brief.

	Level allowed
	The highest level its agent tasks may reach: 1 Read, 2 Draft, 3 Ask first, 4 Alone. New tasks start at 1 or 2.

	Memory
	Whether it remembers between chats or tasks, and who can see and clear it.

	Scheduled tasks
	Each task that runs on a schedule or starts by itself. These go no higher than 2 Draft: they read, report or draft, and never send, pay or delete.

	Owner
	The person who answers for it, reviews its runs, and can pause or disconnect it.

	Review date
	When this line is next checked. Settings and plans change often, so keep it within [three months].



Where each assistant keeps these settings, and what they are set to, changes often. File 13 shows where Claude, ChatGPT and Gemini keep them, as of Oct 2026. Check each tool's own help pages and your admin console too, and write down what you find and when.
Before you add a line, the three questions set the ceiling: Can it be undone easily? Does it leave the team? Does it read outside content? Outside words, no power: a tool that reads outside content may not also send, pay or delete without asking.
Made-up example row
	Tool
	Plan
	Who may use it
	Data allowed
	Connected apps
	Can they write?
	Approval setting
	Level allowed
	Memory
	Scheduled tasks
	Owner
	Review date

	Company chat assistant (made up)
	Business plan
	Everyone
	Everyday work; nothing on the never list
	Shared drive
	Read only
	Asks before every action
	2 Draft
	Off
	Weekly news summary to the owner
	Operations Lead
	3 Feb 2027
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