	AI GOVERNANCE ACCOUNTABILITY CHECKLIST
Ethicore Advisors



	How to use this template:  Complete this template for each AI system your team currently operates in a customer-facing or data-processing context. Keep completed forms in a shared folder accessible to marketing leadership, IT, and legal.



	1
	System Identification  What is this AI system, and what does it do?



	System name / tool
	e.g. HubSpot AI Content Assistant, ChatGPT API, Salesforce Einstein

	Vendor / provider
	e.g. OpenAI, Salesforce, Adobe, internal build

	Deployment date
	Month / Year

	Primary function
	e.g. First-draft email generation, lead scoring, chatbot customer service

	Customer-facing?
	Yes  /  No  -  if Yes, describe the touchpoint



	2
	Ownership  Who is accountable - not just who uses it?



	Named owner
	Full name and role - this person's phone rings first if something goes wrong

	Owner's manager
	Who the owner escalates to for decisions above their authority

	IT/Security contact
	The person who reviewed the tool before deployment

	Legal/Compliance contact
	Who to loop in if a regulatory question arises



	3
	Authorized Scope  What is this system permitted to do, and what is it not?



	Authorized use cases (be specific)

	e.g. Draft subject lines for promotional emails. Generate first-draft blog posts from approved briefs. Score leads using CRM engagement data.

	Explicitly NOT authorized for

	e.g. Customer-facing chat without human review. Any content involving pricing, legal terms, or product warranties. Processing sensitive personal data.

	Who can authorize scope expansions?

	Name / role - and what approval process is required before the scope changes



	4
	Human Oversight  What does review actually mean, and how is it evidenced?



	Review requirement
	e.g. Every output reviewed before send / Spot-check 20% / Automated only

	Reviewer role(s)
	Who is authorized to approve AI outputs for this use case

	Override authority
	Can the reviewer reject/change AI output without further approval? Yes / No

	Review documentation
	How is review evidenced? e.g. Approval field in CMS, email sign-off, Slack log



	5
	Escalation & Incident Response  What happens when something goes wrong?



	What constitutes a reviewable incident for this system?

	e.g. AI output contains factual error reaching a customer. System produces discriminatory or offensive content. Data sent to wrong audience segment. Unexpected output in production.

	First-hour response (who does what)

	Step 1: Named owner notified. Step 2: System paused / output quarantined. Step 3: [Legal / IT / CMO] looped in. Step 4: Customer communication decision made by [role].



	6
	Review Schedule & Sign-Off  When does this governance record get updated?



	Review frequency
	e.g. Quarterly / Before any scope change / Annually

	Next review date
	

	Completed by
	Name + date

	Reviewed by
	Manager/sponsor name + date



	DEPLOYMENT READINESS CHECKLIST

	☐
	Named owner confirmed and has accepted accountability

	☐
	Authorized scope documented and communicated to team

	☐
	IT/Security has reviewed the tool and its data handling

	☐
	Human oversight mechanism is defined and evidenced in workflow

	☐
	Escalation path documented and tested (tabletop or walkthrough)

	☐
	Review schedule set — next date in the calendar

	☐
	This one-pager stored in shared governance folder



© Ethicore Advisors.  Not legal advice. Designed for marketing teams building AI governance foundations.
