
ARTIFICIAL INTELLIGENCE (AI)
USAGE POLICY

The use of AI to support work at our company is encouraged, but it is important

to follow these guidelines to maintain data confidentiality and security...

Protect confidential data:

Employees should not upload or share any data that is confidential, proprietary,

or protected by regulation without prior approval from the company or client

they are supporting. This includes data related to customers, employees,

vendors or partners. Do not use AI to analyze or store any confidential company

data by including it in any of your prompts.

Identify and mitigate for bias:

Review content, tone, and positioning statements for bias and adjust as needed.

Due to inherent biases, we ask that you NOT use AI for decision making.

Question the accuracy:

Personalize:

Be sure to fact-check any information that is generated by the AI.

Personalize any content that is generated by the AI to ensure that it aligns with

the company's voice, brand, and values.

Give source credit when applicable:

Evaluation and Reputation of AI tools:

Review any AI-generated excerpts carefully to ensure that they are properly

credited to the appropriate source.

Employees must evaluate the security of any AI tool before using it. This includes

reviewing the tool’s security features, terms of service, and privacy policy.

Employees should use only reputable AI tools and avoid using tools developed by

individuals or companies without established reputations.

Report security concerns:

Report any suspicious activity or potential security breaches related to the use of

AI immediately to your supervisor or the IT department.



Content Creation

AI can help with writing tasks such as creating content for a website, drafting

emails, blogs or even writing essays. AI can get you started with an outline or a

first draft.

AI can help with data analysis tasks, such as creating charts, tables and graphs

or identifying patterns in data.

Here are some ways we recommend using AI in your work

AI can help with research tasks such as providing information on a particular

topic or compiling data from multiple sources. AI can also give ideas to start

with when you’re in the brainstorming and planning stages.

Research

Data Analysis

Scheduling

Improving customer service

Making better use of data

Improving operation efficiency

Translation

AI can help with translation tasks, such as translating a document or

conversation from one language to another.

AI can help with scheduling tasks, such as setting up meetings or appointments.

One that Reverb is trying out is Clara from claralabs.com.

Generative AI can create personalized customer experiences by generating

draft emails. AI can also be used to help with text, audio, and video content for

customers.

Analyzing large amounts of [non-confidential] data and spotting patterns that

would be difficult to see. This information can make better products and

services. One example is using AI to create a launch plan or feature sprint for a

new product including feedback from a group of beta users.

Automating tasks such as generating reports or creating marketing materials.
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