AI Use Case\System Request Form
AI Governance Committee

Submit this form to any AI Governance Committee member. The committee will review the request, determine whether it may proceed to due diligence, and document the final decision.

Purpose and Scope
Why we use this form: This intake form creates a consistent starting point for AI requests before work begins. It helps the AI Governance Committee understand the business problem, intended AI use, data involved, ownership, vendor/tool details, risks, and review needs. It also provides a record for approval, denial, conditions, due diligence, and tracking.

What is considered a new AI request: Submit this form for any new or materially changed AI use case, including creation of an AI Agent, adding or approving a new AI platform, creating or deploying a custom GPT/CustomGPT, connecting AI to internal data or systems, using AI with customer/member/nonpublic information in an not already approved system, adding a new AI vendor, or materially changing the scope, data, users, or output of an existing approved AI use case.

Request Information
Request title: 
Date submitted: 
Requestor name: 
Requestor department: 
Business owner: 
Desired decision date: 
New Request Type, Select all that apply:
☐  Creation of an AI agent
☐  New AI platform
☐  Creation, publication, or use of a Custom GPT / custom AI assistant
☐  New AI use case using an existing approved tool\vendor
☐  Integration of AI with bank systems, applications, databases, or file stores
☐  Material change to an existing approved AI use case
☐  Other
If other, describe: 



Existing approved use case or system, if this is a change: 


Business Problem and Intended AI Use
Business problem being solved:

Intended AI use:

Expected business benefit or value:
What decisions, actions, or outputs will the AI support or produce: 



Will AI output be used for:
☐  Internal productivity or drafting only
☐  Customer-facing communication
☐  Operational decision support
☐  Risk, fraud, BSA/AML, credit, or compliance support
☐  Other
If other, describe: 

Tool, Platform, Vendor, or Model
Vendor or tool name, if known: 
Product, platform, model, or service name: 
Tool status:
☐  Existing bank-approved tool
☐  Existing vendor with new AI feature
☐  New vendor or new platform
☐  Internally developed or configured AI capability
Describe any planned integrations with bank systems, applications, data stores, APIs, or workflows:

Data Involved
Describe the data that will be entered, uploaded, connected, retrieved, generated, or stored:
Data categories involved:
☐  No bank or customer data
☐  Internal bank information
☐  Confidential bank information
☐  Customer nonpublic personal information
☐  Account, transaction, or payment data
☐  Employee or HR data

Users, Access, and Controls
Expected user group or department: 
Access model:
☐  Individual named users
☐  Department or group-based access
☐  Privileged/admin access required
☐  Service account or API access required



***For AI Governance Committee Use***
Committee Review Date:
Committee routing:
☐  Compliance review for regulatory issues (Compliance)
☐  Risk Use case and/or platform Review (Risk Dept)
☐  Information Security / IT review (IS)
☐  Full vendor review under the Bank’s vendor management program (CIO)

Compliance review summary:

Risk review summary:

Information Security / IT review summary:

Vendor Management review summary (If applicable):

Other reviews summary:

Final Committee Decision
Final committee decision date: 
Final disposition:
☐  Approved without comment and logged
☐  Approved with conditions and documented on use case and/or AI systems tracking sheet
☐  Denied with rationale communicated to requester and logged
☐  Deferred pending additional information or review

Use case tracking sheet updated by/date: 
Required training, user guidance, or acceptable-use instructions (If applicable):
AI systems tracking sheet updated by/date, if applicable: 
Vendor review required or completed by/date, if applicable: 
Final decision remarks\conditions:

