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OUR REVISED Al GUIDELINES

As Al continues to evolve, so will the way we use it. Our revised Al Guidelines are designed to
help you use Al confidently and securely while keeping our data, customers, and each other
safe. By using our core values as a guide, we can use Al responsibly while continuing to
Iinnovate and move Parts Town Unlimited forward.

What's New?

New Al tool request process
To request to use a new Al tool, submit the Al Use Case Intake Form in

Unlimited Impact. You must get approval from your leader before you
submit.

¢ Updated guidance for putting personal information into Al tools

Information that contains personally identifiable information (PII) may be entered into an
approved Al tool only after it has been fully anonymized or when the specific use has been
approved by the Al Team. Check out our FAQs for more info on PII, what it is, and how to
make it anonymous so you can safely enter it into Al tools.

e Our Al tools are for business use only

Keep business and personal Al accounts separate! PTU Al tools should be used only for
business purposes. Personal Al accounts should never be used for PTU work.

What Al Tools Can | Use?

« AUl PTU team members have access to Copilot Chat, our approved company-wide Al tool.
« Some team members are also approved to use additional tools. If you want to use a tool that
is not listed, get your leader's approval and fill out our Al Use Case Intake Form.

Important Reminders

» Use only PTU-approved tools!

« Never enter company information or data into public or unapproved tools.

« Fully anonymize PII before entering it into an approved tool unless the Al Team
has specifically approved the use.

« Always review Al-generated work: Al is powerful, but it's not perfect. You bring
the expertise, judgment, and context that make the real difference.

« If you have questions, reach out to your leader or email the Al team at
Al.Team@partstownunlimited.com. o XY\ne P\T


https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fpartstown.ideawake.com%2Fchallenges%2Fview%2F4930&data=05%7C02%7CALesniak%40partstown.com%7C1e694868ed8b49b1440608defe1a9409%7C8c992fced36b4abdbebbe586ade74852%7C0%7C0%7C639227587302295485%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=Clo3EFbw9hdegk8I9KTVzNUXGY%2BTY71uVVL3ncczOLQ%3D&reserved=0
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