AI Use Case Intake Form
Practical template for evaluating business need, AI fit, value, readiness, and early governance signals
Purpose. Capture enough context to determine whether an AI use case is worth pursuing, whether AI appears appropriate, and what requires deeper assessment next. Not every question must be fully answered at intake; use “Unknown / Requires Assessment” when appropriate.

AI Governance Framework, Processes & Controls

	Define
	Prepare
	Design
	Develop
	Validate
	Deploy
	Monitor & Control


How to use this template
· Complete the fields based on what is known at intake.
· Treat the outputs as inputs to the Compliance Analysis, where risk and regulatory classification is determined.
1. Request Overview
Basic ownership and context for the proposed use case.

	Use Case Title
	Short, descriptive name for the proposed use case.

	Requesting Function / Team
	Business unit, function, product team, or geography submitting the request.

	Business Sponsor
	Leader accountable for the business need, priority, and value.

	Use Case Owner
	Person who will coordinate the next step and maintain the use case record.

	Date / Version
	Initial submission date and version.


2. Business Need & Current State
Start with the workflow and problem - not the technology.

	Workflow / Process
	What work or process are you trying to improve?

	Primary User / Team
	Who performs the workflow today? Who is expected to use the solution?
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	Pain Point
	What is slow, manual, inconsistent, costly, difficult, or risky today?

	Frequency / Scale
	How often does the workflow occur? Approximate volume, reach, or scale.

	Current State / Baseline
	How is the work performed today? Include current metrics or baseline evidence if known.

	Cost / Risk of Inaction
	What happens if the organization does not address this problem?


3. AI Fit & Proposed Workflow Change
Qualify why AI may be appropriate and what should change in the work.

	Why AI?
	Why does AI appear to be an appropriate approach for this problem?

	Alternatives Considered
	What simpler or non-AI approaches have been explored?

	Alternatives:

· Process improvement	☐ Rules-based automation	☐ Traditional analytics	☐ Existing product / platform capability	☐ Other

	Proposed AI Capability
	What type of AI capability is being considered?

	· Predictive / ML	☐ Generative AI	☐ Agentic workflow	☐ Computer vision	☐ NLP	☐ Optimization / decision support	 ☐ Third-party AI service	☐ Other

	Expected Workflow Change
	What should happen differently if AI is introduced? What would the “after”
state look like?



	Human Review / Decision
	What must a person still verify, edit, approve, intervene in, or decide?


4. Business Value & Strategic Alignment
Define the value hypothesis and how you will demonstrate success later.

	Potential Value
	What could improve and why does it matter?

	Expected Outcome / KPI
	What measurable outcome should improve? Include baseline and target if known.

	Value / ROI Hypothesis
	What financial, operational, quality, risk, experience, or strategic value is expected?

	Strategic Alignment

	· Growth / Revenue	 ☐ Productivity / Cost	☐ Quality	☐ Risk Reduction	☐ Customer / Patient Experience	☐ Compliance / Regulatory Readiness		☐ Innovation / New Capability
· Other

	Evidence to Collect
	What evidence would help determine whether the use case is creating value? Examples: cycle time, quality, error reduction, consistency, throughput, risk reduction, adoption, user feedback.

	Repeatability / Scale
	If successful, could another person, team, geography, or process reuse the workflow or solution?



5. Readiness & Feasibility
Capture enough information to judge whether the use case is ready for deeper assessment.

	Data / Inputs
	What data, documents, prompts, images, transactions, or other inputs are expected? Are they available?

	Systems / Dependencies
	What systems, APIs, vendors, approvals, integrations, or process changes may be required?

	Complexity / Effort
	What major dependencies or implementation considerations are already known?

	Partners Needed
	Which stakeholders or functions should be involved next (e.g., business, technical, privacy, legal, security, compliance, data, procurement)?

	Priority / Timing
	Why now? Note business priority, deadline, dependency, opportunity, or other timing consideration.


6. Initial Governance & Risk Screening
Early indicators only. Risk and regulatory classification is determined in the Compliance Analysis.

	Note: Select Yes, No, or Unknown / Requires Assessment. A “Yes” or “Unknown” may trigger deeper
review; it does not automatically mean the use case should stop.

	Screening Area
	Question / Prompt
	Yes
	No
	Unknown

	
Sensitive / Personal Data
	Will the use case involve personal, health, financial, confidential, proprietary, or other sensitive data?
	· 
	· 
	· 

	
High-Impact Decision
	Could AI influence a decision with meaningful consequences for a person, customer, patient, employee, or business?
	· 
	· 
	· 

	
Affected Population
	Could specific groups or populations be disproportionately affected by the outputs or errors?
	· 
	· 
	· 



	
Autonomous Action
	Could the system initiate actions, transactions, communications, or downstream tool calls without prior human approval?
	· 
	· 
	· 

	

Material Consequence
	Could incorrect or inappropriate output create meaningful safety, legal, regulatory, financial, reputational, or operational impact?
	
· 
	
· 
	
· 

	
Third-Party AI
	Will the solution use an external model, API, platform, vendor, foundation model, or other third-party AI component?
	· 
	· 
	· 

	
Regulated Process / Industry
	Is the use case connected to a regulated process, product, decision, or industry obligation?
	· 
	· 
	· 

	
Human Oversight
	Is human review, intervention, approval, or escalation expected to be important to safe/effective use?
	· 
	· 
	· 

	
Global / Multi-Jurisdiction
	Will the solution be used, deployed, accessed, or create outputs across multiple countries or regulatory jurisdictions?
	· 
	· 
	· 

	
EU / EEA Connection
	Will the solution, its users, affected individuals, or outputs have a connection to the EU / EEA?
	· 
	· 
	· 

	Notes / Early Flags
	Summarize any screening items that should be carried into the Compliance Analysis.

	Known Unknowns
	What information is not available yet but should be resolved before the next decision point?



7. Intake Decision (complete by the governance function)

	Field
	Entry

	Reviewed by
	

	Date reviewed
	

	Initial Disposition
	· Proceed	☐ Hold for clarification
· Redirect to non-AI solution assessment	☐ Defer / revisit

	Rationale
	






History of Change

	Version
	Date
	Author
	Summary of change

	0.2
	2026-09-25
	Maria Febus
	Aligned header to the playbook's 7 lifecycle phases (Define through Monitor & Control); classification references now point to the Compliance Analysis

	
	
	
	



