
AI PREFLIGHT CHECKLIST
Cleared for AI · Run it every time, before the output leaves your desk

1. BEFORE YOU PROMPT

☐ Data: no confidential customer, employee or financial data unless the tool is approved for it

☐ Purpose: I know what decision or document this feeds into

☐ Permission: our AI policy allows this tool for this task

2. BRIEF THE AI

☐ Role stated

☐ Task stated clearly

☐ Context and facts provided

☐ Constraints set (length, tone, "say I don't know")

☐ Output format specified

3. TRUST, BUT VERIFY

☐ Numbers, names, dates and quotes checked against the source

☐ Every link and citation opened and confirmed

☐ Tone read from the customer's point of view

☐ No promises, guarantees or legal/medical/financial claims added by the AI

4. CREW ROLES

☐ Reviewer named: ____________________

☐ Approver named: ____________________

☐ Anyone can call "STOP" if something looks wrong

5. RELEASE

☐ AI assistance disclosed where required

☐ Reviewer and date logged
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