AI Crisis Communications Summary Checklist

	Purpose
☐ Defined and approved
__________________________________________________
__________________________________________________
__________________________________________________

1. Approved AI Tools

Tools: 
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________

Enterprise: ☐ Yes ☐ No

Access
Roles: _____________________

Devices: ☐ Allowed ☐ Not allowed

2. Prohibited Inputs
☐ Confidential details
☐ Investigations
☐ Personal data
☐ Legal strategy
☐ Internal comms
☐ Embargoed info

3. Permitted Use
☐ Rewrite content
☐ Adapt messaging
☐ Draft FAQs
☐ Translate
☐ Summarize
Other: _____________________

4. Restricted Outputs
☐ Timelines
☐ Estimates
☐ Root cause
☐ Blame
☐ Quotes
☐ Guarantees
☐ Legal conclusions

	5. Human Review

Reviewed by: ____________________________________________

☐ Fact-checked
☐ Legal review

External:
☐ Two-person review

6. Escalation & Approval

Final approver: _________________________________________
Legal triggers: __________________________________________
___________________________________________________________
After-hours: ____________________________________________

7. Tone & Messaging
☐ Clear ☐ Calm ☐ Accountable ☐ Fact-based

Avoid:
☐ Speculation ☐ Overpromising
☐ Blame ☐ Unverified

8. Recordkeeping
☐ Drafts stored
☐ Version history
☐ Approvals tracked
☐ Prompts logged

System: _________________

9. Training
☐ Annual training
☐ Crisis simulations
☐ AI guidelines

Policy Principle
AI use is: ☐ Controlled ☐ Reviewed ☐ Governed

Approval
Owner: _______________________________________________
Dept: _________________________________________________
Last Updated: _______________________________________
Next Review: ________________________________________




