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REGULATION (EU) 2024/1689 (AI ACT) – ART. 4

INTERNAL TRAINING RECORD
Regarding Artificial Intelligence Literacy (AI Literacy), Data Security, and the Responsible Use of AI Technologies within the Company

1. IDENTIFICATION & SESSION DETAILS

Company / Employer: Tax ID / VAT No. (CUI):

Registered Office: Trade Register No.:

Training Date & Time: _____ / _____ / 2026, Time: _________ Session Location:
[   ] Company HQ   [   ] Online

Session

Trainer / IT Officer: Trainer Position / Role:

2. TOPICS & CODE OF CONDUCT PRESENTED TO THE TEAM

A. Personal Data Protection (GDPR) & Trade Secrets

It is strictly prohibited to input personal data of clients or employees (Personal ID/SSN, email addresses, phone numbers, medical records, bank

accounts) into public or unapproved AI systems, as well as internal databases, passwords, configuration files, confidential contracts, or non-public

financial reports.

B. Hallucination Risk Mitigation & Mandatory Human Oversight (Human-in-the-Loop)

Generative AI systems generate responses based on statistical probability and may produce inaccurate statements, figures, technical specifications, or

erroneous legal references (hallucinations). Responsibility for any deliverable belongs exclusively to the human user. No email, article, calculation, or

document shall be transmitted to third parties without thorough human verification.

C. Transparency Toward Third Parties & Labeling Rules (Art. 50 EU AI Act)

Any photo,  audio,  or video material  generated via AI that simulates real  individuals,  locations, or events (and could reasonably be mistaken for

authentic reality) must carry a visible disclaimer (e.g.,  “AI-generated content”).  Public-facing communication chatbots must explicitly declare their

automated nature starting from the very first message.

D. Approved Tools Policy (Prohibition of “Shadow AI”)

Personnel shall exclusively use AI applications inventoried and approved in the Internal AI Tools Register (Annex A). Installing unverified browser

extensions, plugins, or AI utilities from untrusted sources without prior written authorization from the IT Department / Management is strictly forbidden.
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3. EMPLOYEE COMMITMENT (STATEMENT OF ACKNOWLEDGMENT)

We, the undersigned employees/collaborators of the company, confirm by our signatures below that we participated in the AI literacy training session,

understood the technical and legal risks associated with the use of artificial intelligence, and undertake to strictly comply with company policies and

guidelines:

NO. EMPLOYEE FULL NAME DEPARTMENT / POSITION SIGNING DATE SIGNATURE

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

4. MANAGEMENT ENDORSEMENT & CONCLUDING SIGN-OFF

TRAINER / AI TRAINING OFFICER

Full Name:

Position / Title:

Signature:

ADMINISTRATOR / LEGAL REPRESENTATIVE

Full Name:

Position / Title:

Signature & Stamp:

☐ Archiving Notice: This training record shall be filed at the company headquarters alongside the Internal AI Tools Register and workplace safety / internal

regulations files. It constitutes internal proof of fulfilling the AI literacy obligation (Art. 4 of Regulation (EU) 2024/1689) and serves as evidence of due diligence

regarding data processing security (GDPR). 
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