
 

AI Use Policy 

Effective Date: August 1, 2026 

Policy Owner: Chief Executive Officer 

1. Purpose & Scope 

Portage Partners Consulting (PPC) uses AI tools — primarily large language models — across nearly all our work, 

most heavily in writing, content development, and project management. This policy covers the foundational 

elements of PPC’s AI use, an AI use inventory, a client-facing AI use statement, and the core internal rules 

consultants follow day to day. 

This policy applies to all PPC principals and consultants, and to all client engagements where AI tools are used in 

the research, drafting, analysis, or delivery of work product. 

2. Governance & Authority 

Role Authority & Responsibility 

Chief Executive Officer Holds final authority for AI governance decisions and policy approval. Serves as 

the primary decision-maker for escalated or high-risk AI use questions. 

Responsible for keeping this policy current. 

Individual Consultants Retain day-to-day operational responsibility for how AI is used within their 

projects and client scopes of work. Responsible for following this policy and 

logging AI use per Section 4. 

 

Issue escalation path (interim, until the governance council is formalized): 

●​ Consultant raises any AI use question that is high-risk, unclear, or outside this policy directly with the 

CEO.  

●​ Final decisions rest with the CEO, informed by discussion with the team as needed. 

3. Governing Principles & Unauthorized Uses 

3.1 Principles 



•​ Clarity of expectations: everyone on a project — consultants and clients — knows up front where and how 

AI is being used. 

•​ Transparency during delivery: AI use is communicated to clients as part of the relationship, not disclosed 

only if asked. 

•​ Accountability for accuracy: a PPC consultant, not the AI tool, is always responsible for the accuracy and 

fairness of what we deliver. 

3.2 Unauthorized Uses — What PPC Will Not Do 

•​ We will not use AI to manipulate data or shape findings toward a predetermined outcome. 

•​ We will not use AI in ways that compromise client or individual privacy. 

These unauthorized uses apply regardless of project timeline pressure or client request. Any perceived conflict 

between these uses and a client ask is escalated per Section 2, not resolved unilaterally. 

4. AI Use Inventory 

Every active engagement where AI tools are used must be logged in a central register.  

•​ Each consultant logs: the client/project, which AI tool(s) are used, what they're used for (e.g., drafting, 

research synthesis, data analysis), and a preliminary risk level (Low / Medium / High). 

•​ Owner: CEO and consultants, jointly. CEO maintains the register; consultants keep their entries current. 

A project is High risk if it involves screening or evaluating individuals, uses client-sensitive or personal data, or 

produces a deliverable a client will rely on for a consequential decision without independent review. Anything 

High risk is flagged to the CEO before the AI-assisted work proceeds. 

5. Client-Facing AI Use Statement 

Every new statement of work includes a short, standard AI use statement so clients know, upfront, when and 

how we use AI and what our commitments are. Standard language to be included and modified as needed: 

“Portage Partners Consulting uses AI tools, including large language models, to support research, 

drafting, and project management on this engagement. AI-assisted work is always reviewed and finalized 

by a PPC consultant, who remains accountable for its accuracy. PPC does not use AI to manipulate data 

or findings or in any way that compromises the privacy of client or individual data. Questions about our 

AI use on this engagement are welcome at any time.” 

 

6. Core Internal Rules for Consultants 

6.1 Approved AI Use 

•​ AI tools may be used for drafting, editing, summarizing, research synthesis, and project management 

support. 



•​ Client-identifying or sensitive data is not entered into AI tools unless the tool is an approved, contracted 

platform with appropriate data protections.  

•​ AI-generated content is always reviewed and substantively edited by the consultant before it reaches a 

client. AI drafts are considered a starting point, not a deliverable. 

6.2 Human Oversight 

•​ A named PPC consultant is accountable for every AI-assisted deliverable. 

•​ High-risk AI use (per Section 4) requires a second PPC reviewer before delivery, not just the original 

consultant. 

6.3 Incident Response 

•​ If AI-generated content is inaccurate, biased, or inappropriately used in a way that reaches or nearly 

reaches a client, the consultant immediately notifies the CEO. 

•​ The CEO and the consultant document in a formal incident log what happened, the client impact (if any), 

and the corrective action taken. 
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