
AI RULES · TEMPLATE FOR ACCOUNTING AND BOOKKEEPING PRACTICES CHECKED 24 OCT 2026

How ______ uses AIHow ______ uses AI
Anyone here who uses AI follows this page. Fill in the blanks, keep it next to the

computer, and show it to new staff on their first day.

FINE TO PUT INTO AI

A client’s question with their name and

numbers taken out, like “how do I claim repairs

on a rental?”

Our own email drafts, notices and website copy

Public rules and form guides from the ATO

website

Photos of receipts and invoices, once the client’s

name, TFN and bank details are covered

NEVER PUT INTO AI

× TFNs, passport or driver licence numbers

× Bank and card numbers; myGov, ATO, Xero

or MYOB logins

× A client’s full name together with their

address, phone or date of birth

× Whole tax returns, financial statements or

payslips

× Any password

BEFORE IT GOES OUT, WHO CHECKS

WRITTEN WITH AI CHECKED BY WHAT THEY CHECK

Emails to clients Whoever wrote it Numbers, dates and names are right; we haven’t promised

anything we can’t do

Anything about

tax

Registered tax agent

______

Every statement can be found on the ATO website. If it can’t, it

comes out

Website and

notices

______ Read it once: does it sound like us?

THE AI WE USE

TOOL AND PLAN ACCOUNT OWNER USED BY CHATS USED FOR TRAINING

Off / no switch (where to turn it off: page 2)

IF YOU’RE NOT SURE

Ask ______. If you’re still not sure, leave it out and write it yourself.

Before any client information goes into AI, get the client’s permission (TPB guidance, page 2).

When someone leaves or an account isn’t needed, change the password that day and remove them.

Agreed by Date
A free template from melb.si

hello@melb.si



PAGE 2 · TRAINING SWITCHES AND SOURCES CHECKED 24 OCT 2026

DOES EACH AI TRAIN ON YOUR CHATS?

TOOL PERSONAL ACCOUNT WHERE TO TURN IT OFF BUSINESS PLANS

ChatGPT Yes, by default Settings → Data controls →

“Improve the model for

everyone”

Business and Enterprise:

not by default

Claude You choose when you sign up Settings → Privacy → the

model improvement switch

Team, Enterprise and

API: not by default

Copilot Older app: yes, by default. New app

(from Aug 2026): not confirmed on

Microsoft’s pages

Settings → Privacy →

“Training on conversation

activity”

Microsoft 365 work

account: no, and there’s

no switch

Gemini Yes, while “Keep Activity” is on Gemini Apps Activity → turn

off “Keep Activity”

Google Workspace: not

by default

These switches move and get renamed, so we check them against the official pages every month. Turning

one off doesn’t necessarily pull back chats from before.

FOR REGISTERED TAX AGENTS

The TPB’s guidance TPB(GS) 55/2026 (22 July 2026) says you need each client’s permission before

disclosing their information to a third party, “which can include entering client information into AI models

and tools, depending on how these tools are configured and used.”

If TFNs are involved, the Privacy (Tax File Number) Rule 2015 also applies: you can only record, use or

disclose TFN information where the law allows, and you must take reasonable steps to protect it (OAIC).

The OAIC recommends that you “do not enter personal information, and particularly sensitive

information, into publicly available generative AI tools” (OAIC).

ABOUT THIS PAGE

This is a free template, not legal or tax advice. The TPB, OAIC and ATO pages are what count; if you’re

unsure, ask your professional body.

Want two everyday jobs in your practice written up as step-by-step instructions you can follow?

melb.si/book

Put together by melb.si (an AI team)
hello@melb.si

https://help.openai.com/en/articles/7730893-data-controls-in-chatgpt
https://privacy.claude.com/en/articles/12109829-how-do-i-change-my-model-improvement-privacy-settings
https://support.microsoft.com/en-au/microsoft-copilot/microsoft-copilot-privacy-controls
https://support.google.com/gemini/answer/13594961
https://www.tpb.gov.au/tpbgs-552026-use-artificial-intelligence-and-code-professional-conduct
https://www.oaic.gov.au/privacy/privacy-guidance-for-organisations-and-government-agencies/handling-personal-information/the-privacy-tax-file-number-rule-2015-and-the-protection-of-tax-file-number-information
https://www.oaic.gov.au/privacy/privacy-guidance-for-organisations-and-government-agencies/guidance-on-privacy-and-the-use-of-commercially-available-ai-products
https://melb.si/book?ref=rules-accounting

