NEW-TOOL REQUEST FORM
Ask for a new AI tool
For a new tool, a new AI feature in software we already use, or a new connection to our apps. Fill in part A and send it to [policy owner or channel]. You will get an answer within [10 working days]; until then, please do not use it for work.
A. You
	Your name and team
	[Name, team]

	Date
	[Date]

	The tool, and who makes it
	[Tool name, maker, web address]

	The job you want it for
	[What it would do, how often, and for whom]

	What kind of tool is it?
	[Choose: Chat, Deep research, Agent, Automation, Not sure]

	What information would it touch?
	[For example: public web pages, our own drafts. Nothing from the never list.]

	Would it connect to other apps?
	[Which apps, and whether it would only read or also write]

	Can it be undone easily?
	[Choose: Yes, No, Not sure]

	Does it leave the team?
	[Choose: No, Yes, Not sure]

	Does it read outside content?
	[Choose: No, Yes, Not sure]

	Would it act or run on its own?
	[Send, pay, delete, book, change files, or run on a schedule? Say which.]

	Plan and cost
	[Free trial, plan name, who would pay]



The policy owner fills in parts B and C, and adds the tool to the register if it is approved.
B. The policy owner's check
	Vendor questions asked and answered
	[Choose: Yes, answers attached, Partly, No]

	Work account we control
	[Choose: Yes, No, Not offered]

	Our information used to train it
	[Choose: No, Can be switched off, Yes, Not clear]

	Trial
	[Dates, who, everyday information only]



C. The decision
	Decision
	[Choose: Approved, Approved with limits, Not approved]

	Approved for
	[Which jobs, which information, who may use it]

	Level allowed
	[Choose: 1 Read, 2 Draft, 3 Ask first, 4 Alone]

	If not, why not
	[A plain reason]

	Added to the register on
	[Date]

	Decided by
	[Name, role, date]



	Notes from the trial
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