Sample Firm AI Policy — Short version
Sample Firm AI Policy
Short version — a concise starting point
This is a one-page starting template suitable for any firm that wants a concise policy without the operational detail. Adapt it to local laws, your project contracts, and your insurance carrier's requirements. Have it reviewed by legal counsel and your professional liability insurer before adoption. A more detailed version with a RACI matrix, expanded vendor review checklist, client disclosure guidance, and an AI use log appendix is also available.
1. Purpose and Scope
This policy governs how this firm uses AI in professional practice, including generative tools, code assistants, and analysis tools embedded in design software. It applies to all staff, contractors, and subconsultants working with firm projects or data.
The policy applies based on what AI is contributing to a decision, not on whether a feature is technically labeled "AI." If AI influences an output a licensed professional is responsible for, this policy applies.
2. Core Principles
Professional responsibility. AI may assist but does not hold professional responsibility. A licensed design professional is accountable for all decisions affecting health, safety, welfare, and code compliance. (AIA Code Rule 4.102.)
Confidentiality. Confidential client or project information must not be entered into AI tools without a verified data-handling agreement. Treat any tool whose terms have not been personally verified as a public tool. (Rule 3.401.)
Verification before reliance. AI outputs are drafts, not answers. Current AI tools produce confident, fluent outputs that are sometimes wrong, fabricated, or unsupported — this is structural. The level of human review increases with the stakes of the work. (Rule 1.101.)
Candor with clients. Disclose substantive AI involvement in deliverables clients rely on. If a client asks how AI is being used, answer plainly. (Rule 3.301.)
Continuous revision. AI capabilities and rules evolve quickly. This policy is a living document, reviewed at least annually.
3. Risk Tiers and Verification
Classify each AI use and apply the corresponding review. If unsure, treat as higher risk.
	Tier
	Typical uses
	Required review

	Low
	Internal emails, meeting notes, formatting, internal-only image ideation, spell-check.
	Quick reasonableness check by the user. No project record required.

	Medium
	Zoning or code summaries; draft project narratives; spec boilerplate; client-facing renderings; options studies.
	Check against trusted sources. Note significant uses in the project record.

	High
	Life-safety analysis, accessibility compliance, final code interpretation, calculations or content embedded in stamped deliverables.
	AI is exploratory only. Final work must be independently re-verified by a qualified human. Document the use.


Note: AI routinely cites superseded code editions and fabricates product names and ASTM references. Verify every code citation against the jurisdiction's current adopted edition before relying on it.
4. Tools, Data, and Vendors
This firm maintains a short list of approved AI tools and the uses each is approved for. Staff may not use unapproved tools with project data. Before adopting a new tool, review:
1. How it handles, stores, and routes data, and where data resides geographically.
1. Whether your data may be used to train models for other customers, and whether you can opt out.
1. Contract terms, IP ownership, support model, and security practices.
1. Compatibility with your professional liability coverage.
Data quality matters. AI output reflects the quality of the firm's underlying files and data. Reduce redundant, obsolete, and trivial content over time so AI tools have cleaner material to work with.
5. Review and Incidents
Annual review at minimum. Sooner if the firm adopts a significant new tool, the law or insurer guidance changes, or there is a near-miss involving AI use.
If something goes wrong: notify firm leadership, preserve the prompts and outputs, review what happened, adjust workflows or policy as needed, and share lessons across the firm.
This template is part of the AIA AI Firm Toolkit. For background on each principle, the AIA Code anchors, client disclosure guidance, contract language, and environmental considerations, see the toolkit's Policy section.
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