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1. What's actually running
Before you can govern AI tools, you need an accurate list of the ones already in use. Most organizations undercount by at least one. Fill in every AI tool touching company data, including the ones nobody formally approved and the ones showing up on a departmental card rather than an IT line item.
	AI tool
	Plan tier
	Who's paying
	Sanctioned?
	Data it touches

	Microsoft Copilot
	Enterprise
	IT budget
	Yes
	M365 content, Teams, SharePoint

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	
	
	
	
	

	
	
	
	
	


Tip: If you can't name the plan tier, you can't know which admin controls you have. The organizations with the least security staff are usually sitting on the tier with the fewest controls and the most permissive defaults.


2. Decide, surface by surface
Claude Enterprise is not one product. It's a set of surfaces you enable or don't, and each one is a separate decision with a separate owner. Fill in your own column, using the vocabulary: on, pilot, read-only, off, not yet, or undecided.
	Surface
	Status today
	Who owns it
	Expiry / review date

	Chat
	 
	 
	 

	Claude Code
	 
	 
	 

	Microsoft 365
	 
	 
	 

	Chrome
	 
	 
	 

	Cowork
	 
	 
	 

	Connectors and MCP servers
	 
	 
	 

	Skills and plugins
	 
	 
	 

	Claude Tag (@Claude)
	
	
	


Tip: “Off” is a legitimate answer, but only if someone decided it. If a surface is off because nobody has looked at it yet, write “undecided” instead. That's a different problem, and it's the more common one. The expiry column matters most: a pilot without an end date becomes a permanent deployment nobody approved.


3. Set the controls
These are the controls that exist today and go unused most often. Check the ones you have in place. Every unchecked box is either a task with an owner or a risk you've accepted on purpose. Write a name next to anything you check, so the control has an accountable person rather than just a setting.
Identity
· Single sign-on is enforced for all AI platform access
· SCIM provisioning is connected and syncing
· Deprovisioning has been tested end to end, not assumed
· Every person holding admin rights is named and documented
· Connector authorization routes through the identity provider, not per-user consent
Unattended execution
· A default posture exists for scheduled and background tasks
· Read-only, low-risk tasks are permitted with a named owner and an expiration date
· Any task that writes, sends, shares, or deletes requires human approval
· A written “no agentic access” list covers production admin consoles, payments, HR, and regulated data
· Someone is named as the approver, and that person knows it
The meter
· Spend limits are configured, per user or per organization
· Threshold alerts are on and route to a person who will act
· Model entitlements are set so the most expensive tier isn't the default
· Usage analytics are reviewed on a stated cadence by a named owner
· Someone can answer “what did this cost last month” without opening a ticket
Most of these are settings in a console you already pay for.                                                         The gap is usually ownership, not capability.


4. Sign it
A decision record is only useful if it has an owner and a review date. Fill in the three lines, then write down the three numbers. The last one is the question this whole session builds to, and it's the cheapest control on this page: most organizations discover their AI spend by email, weeks late. Deciding the number in advance is what turns a surprise into a procedure.
Ownership
This record is owned by: ____________________________________________________________________________________
It will be reviewed by: ______________________________________________________________________________________
Next review date: __________________________________________________________________________________________

The three numbers
Current monthly AI spend, all tools:   $_______________________________________________________________________
The number that triggers a review:   $________________________________________________________________________
What number would make you turn a workflow off?   $________________________________________________________

Commitment
The one conversation I will start within two weeks, and who it's with:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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