
FIRST AI PILOT
WORKFILE
Define one bounded use, protect the human decision and make a
14-day test observable before choosing a tool.

HOW TO USE THIS WORKFILE
Complete it with the person who owns the result and someone who performs the work.
Name one recurring responsibility - not a broad goal to use AI.
Fill the fields digitally or print the document and write by hand.
Do not enter confidential, regulated, client, patient or employee records.
End with a keep, revise, stop or choose-a-different-problem decision.

FREE WORKFILE - USE IT EVEN IF YOU NEVER HIRE OOBcreative



RESPONSIBILITY
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Responsibility
Start with work that already exists. Separate the human decision from the smaller support task
around it.

Work we are trying to improve
Name one recurring responsibility with a recognizable beginning and end.

Current friction
What repeats, slows down, gets missed or creates preventable rework?

Human decision
Which judgment, promise, relationship or approval still belongs to a person?



BOUNDARIES
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Boundaries
Decide what the system may support and what information or authority it must never receive.

AI-supported portion
Choose a small gathering, organizing, comparing, routing or drafting step.

Permitted inputs
List only the approved source information allowed in this pilot.

Prohibited inputs
Name private, regulated, sensitive, contract-restricted or unverified information that must stay out.

Source of truth
Which current policies, records, examples or approved answers should govern the result?



REVIEW
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Review
Human review is a workflow only when a named person has the time, standard and authority
to perform it.

Expected output
What should the system return, in what format and for whom?

Named reviewer
Who checks the result before anyone relies on it?

Quality standard
What must be accurate, supported, complete, on-voice and appropriate?

Escalation
When must the system stop, mark uncertainty or hand the work to a person?



FOURTEEN-DAY TEST
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Fourteen-day test
Compare the pilot with the current process. A useful test can be stopped and ends with a
decision.

Baseline
How does the work happen now, and where does the friction appear?

Small measure
Compare time, repeated steps, missed contacts, preventable revisions or another observable condition.

Stopping condition
What failure, risk or additional supervision should immediately pause the test?

End decision
After 14 days: keep, revise, stop or investigate a different problem? Record the evidence behind the decision.



REUSABLE INSTRUCTION
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Reusable instruction
Turn the decisions above into a portable working brief. Keep it with your approved process
documentation.

You are supporting [bounded task] for [person or team]. Use only [approved sources]. Do
not use or infer [prohibited information]. Produce [specific output]. Mark uncertainty and
missing information instead of guessing. Stop and request human review when [escalation
condition]. The final decision and approval belong to [named role].



DECISION RECORD
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Decision record
The product is the decision, not the amount of material generated during the test.

Evidence from the test
What improved, what failed, what surprised you and how much review the new process required.

Keep, revise, stop or choose another problem
State the decision, the person responsible and the next review date.

Notes
Record any unresolved source, privacy, policy, training or implementation question.
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