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SAFE AIKIT - QUICK START

Before you paste: the 6 rules

The six things that never go into an Al tool, and what to do instead.

Watch the narrated video: https://openarmsolutions.com/guides/safe-ai-kit/before-you-paste
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QUICK START - 59 SECONDS

Before you paste, stop and

check

The six rules on the poster.

SAMPLE - FICTIONAL BUSINESS

a Before you paste anything into an Al tool, stop and check these six rules. They
take ten seconds, and they're the same rules on the poster.
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[ Customer card ending 4242, gate code 1937, please... }

SAMPLE - FICTIONAL BUSINESS

Card numbers, bank details and gate or alarm codes never go in. Not even part
of one. The Al doesn't need them to write a reply or an estimate.
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[ The customer on Oak Street wants a Tuesday visit... }

SAMPLE - FICTIONAL BUSINESS

Write about the customer, not their name and address. The Al doesn't need
either to help you. Say the customer on Tuesday's job, and add the details
yourself at the end.
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Hi! Thanks for reaching out. We have openings Tuesday morning for an AC
tune-up, $129 per system. Would 9 a.m. work?

Source: Price list, page 2

SAMPLE - FICTIONAL BUSINESS

Then read what it wrote before anything goes to a customer. You're the one
sending it, so check the price, the date and the tone.

Incident log
What was pasted Customer phone number
Which tool Company Al project

Told the office manager Yes, same day

SAMPLE - FICTIONAL BUSINESS

Pasted something by mistake? Log it in the incident log and tell the office
manager the same day. Reporting is always the right call, and it takes two
minutes.
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The six rules on the poster

1) Card and bank numbers: not a single one

2 Passwords and access codes
8 Social Security numbers, not even the last four

4 Anyone's health details
5 Customer names and addresses: say "the customer"

6 Personal Al apps: approved tools only

SAMPLE - FICTIONAL BUSINESS

o Check before you paste, keep customers anonymous, and report mistakes.
That's the whole rule book, and the poster by your desk has it on one page.
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