AI Tool Approval Request
	Client: [Client Name]
	Period end: [MM/DD/YYYY]

	Prepared by: [Initials] Date: [MM/DD/YYYY]
	Reviewed by: [Initials] Date: [MM/DD/YYYY]

	W/P reference: [Ref]
	Engagement: [Audit / Review / Compilation]



[Drafting note, delete before use: Draft for professional judgment. Tailor it to the engagement or the firm, and have legal counsel review it where needed. It is not legal advice and does not by itself show compliance with professional standards or with any law or regulation. Use it when someone asks to adopt a new AI tool or a new use of an approved one.]
1. Request
	Item
	Entry

	Requested by and date
	[Name] · [MM/DD/YYYY]

	Tool and version
	[Name]

	Provider
	[Name]

	Business purpose and expected benefit
	[Text]

	Engagements or teams that will use it
	[Text]

	Number of users
	[Number]

	Cost and contract term
	[Text]



2. Data and use
	Question
	Answer

	Highest data class that will be entered (Public / Internal / Client confidential / Restricted)
	[Class]

	What exactly will be entered, and can it be redacted or minimized?
	[Text]

	Will output be used in work product or evidence?
	[Yes / No]

	Is human review built in, and who reviews?
	[Text]

	Are clients to be told or consent obtained?
	[Yes / No]



3. Provider assessment
	Item
	Finding
	Evidence

	Vendor due diligence questionnaire completed
	[Yes / No]
	[Ref]

	Provider’s use of our data for training or product improvement
	[None / can be turned off / default on]
	

	Data location, retention and deletion terms
	[Text]
	

	Access controls and multi-factor authentication
	[Text]
	

	Independent assessment of the provider’s controls
	[Text]
	

	Contract terms for confidentiality, incidents and audit rights
	[Text]
	



4. Testing
	Test
	Method
	Result
	Tested by and date

	Accuracy on a sample with known answers
	[Method]
	
	

	Handling of unusual or poor-quality input
	[Method]
	
	

	Consistency across repeated runs
	[Method]
	
	

	Bias or inappropriate output
	[Method]
	
	



5. Risk rating and decision
	Item
	Entry

	Risks identified and mitigations
	[Text]

	Overall rating
	[Low / Medium / High]

	Decision
	[Approve / approve with conditions / reject]

	Approved uses and data classes
	[Text]

	Conditions
	[Text]

	Approved by (qualified individual)
	[Name] · [MM/DD/YYYY]

	Added to the approved tool list
	[MM/DD/YYYY]

	Review due
	[MM/DD/YYYY]



Free template from CORAA (coraa.ai/us/templates). Draft for professional judgment: adapt it to the engagement and your firm’s methodology, have legal counsel review where needed, and check it against current AICPA, FASB and other applicable requirements before use.
