Standard Operating Procedure: AI Use Case Review & Approval Process
Effective Date: August 11, 2026
Scope: All divisions, colleges, units, and personnel proposing or deploying Artificial Intelligence (AI) tools or use cases.
Primary Contact: AI Governance Committee (curriculum@kennesaw.edu)
Platform: Curriculog

1. Purpose
This Standard Operating Procedure (SOP) defines the end-to-end operational workflow for submitting, evaluating, approving, and monitoring AI use cases within the institution. The process ensures that all AI deployments adhere to security, regulatory, ethical, and operational risk standards.

2. Roles & Responsibilities
	Role
	Responsibility

	Originator
	Create the Curriculog “AI Governance – Use Case Review” proposal form with detailed use case information, provide evidence/documentation, address committee feedback, and monitor ongoing usage.

	AI Governance Intake Reviewer
	Perform initial screening of proposals for completeness and formatting issues before routing to the full committee.

	AI Governance Committee
	Evaluate risk, maturity/autonomy levels, financial impact, and technical compliance. Provide actionable feedback and guidance for Originator, as well as any concerns on the proposal and/or use case.

	Provost / Executive Approver
	Conducts final institutional review and provides ultimate approval or rejection for deployment.



3. Approval Workflow Steps
[Originator Submission] ➔ [Initial Review] ➔ [AI Governance Committee Review] ➔ [Originator Acknowledgement] ➔ [Provost] ➔ [AI Use Case Review – Decisions Log]
Step 1: Proposal Originator Intake
The Originator initiates the process by completing sections 1.a through 3.a of the Curriculog “AI Governance – Use Case Review” form, then by validating and advancing the proposal beyond the Originator step. Ensure that ALL of the following sections are completed before launching the form:
1. User Information
· Specify Proposal Routing, Name, Email Address, and Division, College, or Unit.
· Classify the Institutional Area: Operational, Academic, Research, or Other.
2. AI Use Case Details
· Provide Use Case Title, AI Tool Name, AI Tool Description, Problem Addressed, and detailed Use Case Description.
· Select whether the tool handles sensitive/confidential information. If Yes, check all applicable data classifications:
· Personal Identifying Information (PII) of Students or Employees
· Student & Academic Records (FERPA)
· Protected Health Information (PHI) & Human Subjects (HIPAA/IRB)
· Financial & Administrative Data
· Proprietary Research & Intellectual Property
· Other
· Indicate project Status: In Development/Design, Pilot, Production, or Established and Monitoring.
· Detail anticipated or actual Results/Impact.
3. Documentation
· Upload supporting documentation (e.g., screenshots, workflow diagrams, vendor security architecture) to the Files tab in Curriculog.
· Confirm attachment acknowledgment in section 3.a.

Step 2: Initial Review & Intake Screening
1. The AI Governance Intake team reviews the submission for baseline completeness.
2. If fields are missing or documentation is inadequate, the proposal is sent back to the Originator for revision.
3. Once validated, the proposal advances to the AI Governance Committee stage.

Step 3: AI Governance Committee Evaluation
(Note: Section 4 is restricted to AI Governance Committee members only.)
The committee evaluates the proposal using the following criteria and records ratings in section 4:
1. Maturity & Autonomy Index Assessment
· Level 0: Rule-based / Pre-agentic
· Level 1: Information retrieval & analysis
· Level 2: Autonomous action, single domain
· Level 3: Cross-domain orchestration & external action
· Level 4: Multi-agent autonomy & physical reach
2. Cost Considerations
· Assess licensing, infrastructure, token usage, and maintenance costs.
3. Key Risk Identification
· Analyze cybersecurity, data privacy, bias/hallucination, vendor lock-in, and compliance risks.
4. Guidance Formulation
· Record any individual reviewer-level questions, feedback, concerns, or guidance for the Originator by using the Discussion tab in Curriculog.
· Gather overall committee-wide feedback and notes for the Originator in section 4.d. Additional Notes & Guidance for Originator.

Step 4: Originator Feedback & Acknowledgement
1. The Originator receives the committee’s guidance and risk evaluation.
2. The Originator must address all questions or required mitigations raised by the committee.
3. In section 5.a, the Originator checks Yes to formally confirm all feedback has been addressed before advancing to final approval.

Step 5: Executive Review & Final Approval
1. The Provost (or designated executive body) conducts a final review of the proposal, risk profile, and committee guidance.
2. Decision Outcomes:
· Approved: Proposal moves to active deployment status under monitoring.
· Conditionally Approved: Deployment allowed subject to specific milestones or security controls.
· Rejected / Returned: Request is declined or sent back for major revision.

Step 6: Recording Committee Decision to AI Use Case Review Log (Smartsheet)
1. Once approval at the Provost level has been finalized, the Use Case Review will be recorded and updated in the Decisions Log – Managed by AAF/CSO in Smartsheet.
4. Compliance & Ongoing Monitoring
· Changes in Scope: Any significant change to the AI tool’s model, functionality, or data input classification requires a resubmission or modification request in Curriculog.
· Auditing: Established use cases are subject to periodic audit by the AI Governance Committee to verify adherence to approved maturity levels and security protocols.

