WORKPLACE AI GOVERNANCE
Automated decision-making inventory
Editable sample inventory entry for Australian businesses
	How to use this sample
Replace the highlighted prompts, delete instructions that do not apply, and have the completed document reviewed and approved by the appropriate people in your organisation.



	From 10 December 2026
APP entities must include specified information in their APP privacy policy when the APP 1.7 conditions are met. This inventory helps gather facts but does not determine legal coverage. Check whether your organisation is an APP entity and obtain privacy advice for uncertain or significant decisions.



1. Decision and system details
	Field
	Organisation entry

	Inventory ID and status
	[ID] — ☐ Proposed  ☐ Active  ☐ Paused  ☐ Retired

	Organisation / business area
	[Enter details]

	Decision or action
	[Describe the decision and practical effect on the individual]

	Computer program / AI system
	[Product, model, version, supplier and integration]

	Decision owner
	[Name, role and contact]

	People affected
	[Applicants, workers, customers or other individuals]

	Volume and frequency
	[Approximate decisions per period and operating dates]

	Linked records
	[Use register, assessment, PIA, tests, notices, procedure or contract]



2. APP 1.7 screening facts
	Condition / question
	Response
	Evidence and reasoning

	Has the organisation arranged for a computer program to make a decision, or do a thing substantially and directly related to making a decision?
	☐ Yes  ☐ No  ☐ Unsure
	[Describe the program's role and human steps]

	Could the decision reasonably be expected to significantly affect an individual's rights or interests?
	☐ Yes  ☐ No  ☐ Unsure
	[Describe the effect, scale, duration and reversibility]

	Is personal information about the individual used in operating the program for that decision or related thing?
	☐ Yes  ☐ No  ☐ Unsure
	[List information types and sources]

	Is the organisation an APP entity for this activity?
	☐ Yes  ☐ No  ☐ Unsure
	[Record assessment or advice]

	Preliminary outcome
	☐ APP 1.7 appears relevant  ☐ Not identified  ☐ Advice required
	[Decision-maker, date and advice]





3. Information for APP privacy policy review
	Field
	Organisation entry

	Kinds of personal information used
	[Categories, not individual records; include inferred information where relevant]

	Kinds of decisions made solely by the program
	[Describe each kind or state none]

	Kinds of decisions substantially and directly informed by the program
	[Describe each kind and the program's role]

	Privacy-policy wording and location
	[Draft wording, section and public URL]

	Publication / update date
	[DD/MM/YYYY and owner]

	Process for new or changed decisions
	[How the inventory and policy are kept accurate]



4. Decision process and human control
	Topic
	Inventory entry
	Control / evidence

	Inputs
	[Personal information, source, quality checks and any proxies or inferences]
	[Data controls and correction process]

	Program role
	[Score, rank, recommendation, rule, automated action or other role]
	[Process map and system documentation]

	Human role
	[What the reviewer sees, checks and can change; time and authority available]
	[Training, procedure and override logs]

	Accuracy and fairness
	[Known limitations, error rates and group impacts]
	[Representative testing and monitoring]

	Explanation
	[What affected individuals are told about the outcome and AI/program role]
	[Notice, reasons template and service standard]

	Review / challenge
	[How a person can ask for correction, human review, reasons or another pathway]
	[Accessible contact and response procedure]

	Record keeping
	[Inputs, output, version, human decision, reasons, notices and retention]
	[Record system and access controls]



5. Review and monitoring
	Field
	Organisation entry

	Monitoring measures
	[Accuracy, overrides, complaints, outcomes by group, incidents and other indicators]

	Review frequency and triggers
	[Scheduled date; new data/model/use; material change; complaint; incident; legal change]

	Last review result
	[Date, reviewer, finding and actions]

	Retirement / replacement
	[Date, reason, records retained and privacy-policy update]




Approval and review
	Field
	Organisation entry

	Decision
	☐ Approved   ☐ Approved with conditions   ☐ Not approved   ☐ More work required

	Approver and role
	[Enter name and role]

	Approval date
	[DD/MM/YYYY]

	Conditions or actions
	[Enter any conditions, actions, owners and dates]

	Next review date
	[DD/MM/YYYY, or review trigger]



Australian context and sources
Use these sources as a starting point. Check current Commonwealth, state or territory laws, regulator guidance, industrial instruments, contracts and organisation-specific requirements that apply to your workplace.
OAIC — APP 1.7–1.9 transparency obligation for automated decision-making
OAIC — Guidance on privacy and the use of commercially available AI products
National AI Centre — Guidance for AI adoption: implementation guidance
Important notice
This editable sample template is provided by Workplace AI Governance for general educational and guidance purposes only. It is a starting point and does not constitute legal or professional advice, certification, or proof of compliance with applicable laws or regulations. Review and adapt it for your organisation's operations, workforce, applicable laws, regulatory requirements and specific workplace risks, and seek independent professional advice where appropriate. Responsibility for the accuracy, suitability, implementation and ongoing review of the completed document remains with the organisation using it.
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