[Firm name and letterhead]
[Client name and address]
[Date]
 
Dear [Client contact],
Use of artificial intelligence on your instruction — [project / instruction reference]
In line with the RICS professional standard on the responsible use of artificial intelligence in surveying practice, we are writing to tell you — in advance — where and how AI will be used in delivering this instruction.
Where AI will be used, and for what purpose
1. [e.g. AI-assisted measurement software will be used to extract quantities from the drawings you provide, informing the cost plan.]
1. [e.g. AI transcription will be used to produce minutes of project meetings.]
[List each material use plainly: the part of the service, the tool category, and what it contributes. Delete examples above.]
Human oversight and responsibility
All AI-assisted output on this instruction is reviewed by [name], [qualification / role], who is the named surveyor responsible for the service. Decisions about whether AI output can be relied on are made and recorded in writing by, or under the supervision of, that named surveyor. Responsibility for the advice we give you remains with this firm and does not transfer to any software.
Professional indemnity
[State the extent of professional indemnity cover for the firm's use of AI systems, if available — as set out in our terms of engagement — or note where this is addressed.]
Your options
Our terms of engagement set out: how to raise questions about our use of AI on your matter; the internal process by which you can contest the use of an AI system; the process for seeking redress if you consider you have been negatively affected by its use; and whether, and how, you can opt out of AI use on this service. In the first instance, please contact [name / contact details].
If any of the uses described above change materially during the instruction, we will write to you again before proceeding.
Yours sincerely,
[Name]
[Position], [Firm name]
Template provided by ComplyQS (complyqs.co.uk) as general information, not legal or professional advice — adapt it to your firm's circumstances and have client-facing wording reviewed. ComplyQS is not affiliated with or endorsed by RICS.
