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EXECUTIVE Al ADOPTION - REFERENCE HANDOUT

DATA
CLASSIFICATION

Know Your Data. Protect What Matters. Use Al Responsibly.

Before you paste anything into an Al tool, know what you are holding.
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a Quick Classification Check 4 Questions Before You Paste

1 1S IT ALREADY PUBLIC? 2 DOES IT CONTAIN PERSONAL OR
REGULATED DATA?

If it is genuinely published and unrestricted, level 1
If yes, you are at level 5 until someone tells you otherwise.

applies.
COULD IT HARM THE ORGANIZATION IF A WOULD | BE COMFORTABLE SEEING
SHARED? THIS IN THE NEWS?

If yes, treat it as level 3 or higher and get approval. If the answer is no, stop and ask for guidance.

WHEN IN DOUBT, CLASSIFY HIGHER AND ASK

Al is powerful, and responsible use protects people, data, and the reputation you spent years building. Contact
your data owner, information security team, or privacy officer for guidance.
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