AI GOVERNANCE TOOLKIT
AI Use-Case Intake Form
[ORGANIZATION NAME] — submit to [AI governance mailbox / workflow]

1. Requestor
	Field
	Response

	Requestor name and role
	

	Business unit
	

	Proposed business owner
	

	Proposed technical owner
	

	Date
	[YYYY-MM-DD]



2. Use Case
	Field
	Response

	What problem does this solve? (2–3 sentences)
	

	Who uses it, and who is affected by its outputs?
	

	Expected benefit ([hours saved / revenue / quality])
	

	Target go-live date
	



3. System and Data
	Field
	Response

	Build, buy, or embedded in existing product?
	

	Vendor / model (if known)
	

	Deployment (SaaS API / self-hosted / hybrid)
	

	Data used as input (categories and sources)
	

	Personal data involved? (Y/N — if Y, categories)
	

	Will organizational data train or fine-tune a model?
	

	Autonomy: read-only / suggest / act with approval / autonomous
	



4. Initial Risk Screening
Answer Y/N. Any "Y" routes the use case to a full AI Impact Assessment before approval.
	#
	Question
	Y/N

	1
	Does the system make or materially influence decisions about individuals (employment, credit, access to services)?
	

	2
	Does it process special-category or otherwise sensitive personal data?
	

	3
	Could it plausibly fall in an EU AI Act high-risk category (Annex III) or interact with one?
	

	4
	Will outputs be shown to customers or the public without human review?
	

	5
	Does it act autonomously on systems of record (writes, transactions, communications)?
	

	6
	Is the vendor or model new to the organization (no prior assessment)?
	

	7
	Could failure cause safety, legal, or material financial harm?
	

	8
	Will it be used by or affect minors or other vulnerable groups?
	



5. Routing and Decision
	Step
	Outcome
	By
	Date

	Screening reviewed
	[Proceed / AIIA required / Rejected]
	[AI Risk Officer]
	

	AIIA completed (if required)
	[Reference]
	[System owner]
	

	Inventory entry created
	[Inventory ID]
	[System owner]
	

	Decision
	[Approved / Approved with conditions / Rejected]
	[Committee / delegated approver]
	


Alignment: ISO/IEC 42001 Clause 8.1 (operational planning), Annex A.6 (AI system life cycle). Approved systems must appear in the AI Inventory before build starts.
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