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English

Maxwell Venture Service LLC (the Company) selects Al processing according to
information sensitivity: public information is handled in an approved ChatGPT Business
workspace; confidential information is handled using approved local models in LM
Studio Bionic. Al assists research, analysis and document preparation. Users and the
responsible business owner remain accountable for data handling, judgment and
deliverables.

1 Scope and principles

This policy applies to personnel, advisers and contractors acting for the Company. It
covers prompts, attachments, images, audio, code, retrieval data, tool actions and
outputs. Al may be used only for lawful, authorized and necessary business purposes.
Stricter client contracts, confidentiality obligations or applicable legal requirements
must be followed.

Classify information first, minimize data and permissions, and require human review. A
feature being available does not authorize its use. This policy does not establish that
every technical control has been verified.

2 Public and confidential information

Public information has been lawfully made public by its rights holder and may be used
by the Company for the intended purpose, such as official announcements, public
research and published company material. Online availability does not permit
unrestricted reuse. Leaked documents, restricted material, unauthorized personal data
and copyrighted works are not automatically permitted public inputs.

Confidential information includes nonpublic client information, engagement details,
strategies, internal analyses, contracts, quotations, financial data, research and
development, and other protected information. Other nonpublic internal material also
follows the confidential workflow. Mixed inputs follow the highest sensitivity level;
uncertain classification defaults to confidential.

Unpublished client conclusions or company strategies derived from public sources may
still be confidential. Removing names, substituting identifiers or obtaining an Al
summary does not automatically make material public. The data or business owner must
confirm that disclosure is permitted and confidential information cannot reasonably be
reconstructed before reclassification.
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3 ChatGPT Business for public information

Process public information only in a company-approved and company-managed
ChatGPT Business workspace. Personal ChatGPT accounts, other subscriptions, APIs,
external GPTs and other Al services are not substitutes authorized by this policy.
Prompts, filenames, comments, hidden worksheets and attachments must not include
confidential material or nonpublic client identities and task context.

OpenAl states that ChatGPT Business inputs and outputs are excluded from model
training by default. This provider arrangement does not change the Company's
public-information-only rule, imply zero retention or eliminate external processing.
Users must not independently enable data-sharing or training options. Apps,
connectors, external actions and shared links require company approval and may handle
only permitted public information.

4 Local LM Studio Bionic for confidential information

Confidential information may be processed only with Local models in LM Studio Bionic
on approved company devices. Verify the actual inference location before starting and
after any model change. Secure Cloud, other cloud models, cloud fallback and
automatic switching are prohibited. LM Link and other Remote inference are also
outside this policy's authorization. If local capacity is insufficient, stop or use an
approved non-Al workflow; do not move the task to the cloud.

Bionic offers local, cloud and remote model choices. Its product name alone does not
guarantee on-device processing, and a provider's Zero Data Retention commitment is
not local processing. During confidential work, content, prompts and derived queries

must not leave the approved device through web search, MCP, plugins, remote tools,

diagnostic reports or other network features.

Transcription, OCR, embeddings, retrieval indexes and subordinate agents must also run
within the approved local boundary. Separate model downloads and software updates
from confidential processing. Use suitable disconnection or outbound-network blocking
and verify data paths and tool permissions beforehand. Do not input confidential
information if the complete workflow cannot be confirmed compliant.
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5 Data minimization and prohibited inputs

Use only the portions needed for the task and prefer synthetic examples that do not
represent real confidential cases when feasible. Never place passwords, MFA or recovery
codes, private keys, APl keys, full payment-card details or similar authentication and
payment secrets in Al prompts, attachments or logs, including in local mode.

Local Al does not remove requirements for a lawful basis, contractual permission,
necessity and access restrictions for personal data or client secrets. Do not use client
data for training, fine-tuning, cross-client knowledge bases or demonstrations without
authorization. Separate working directories, conversations and retrieval data across
clients and projects.

6 Device protection and agent permissions

Approved devices must have appropriate account controls, storage encryption, screen
locking and security updates. Do not place confidential working directories in
unapproved OneDrive, Google Drive or other automatically synchronized locations.
Include backups, clipboard synchronization, screenshots and remote support in
data-transfer checks. Local APIs should be accessible only from the device unless
separately authorized; do not expose them to a local network or the internet without
approval.

Al agents may access only files and tools needed for the task. Instructions in external
documents, web pages and tool outputs are untrusted and must not expand
permissions, disclose information or override this policy. Data deletion, email, external
sharing, payments, deployment and other consequential actions require human
confirmation under company authorization procedures.

7 Human review and external delivery

Users must verify material facts, figures, dates, sources, calculations, code and
permissions, and assess bias, confidentiality risks and unsuitable recommendations. Do
not fabricate sources or present model inference as verified fact. Legal, financial,
investment, employment and other consequential decisions must not rely solely on Al
outputs.

A suitably competent and authorized person must review external deliverables. Al may
not independently make commitments, sign or approve conclusions for the Company.
Disclose material Al use as required by client agreements and applicable requirements.
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Outputs normally inherit the highest sensitivity of their inputs and project;
confidentialderivatives must not be sent to ChatGPT Business unless confirmed suitable
for publicrelease.

8 Records retention and deletion

Necessary records should identify the task, classification, tool and model, execution
location, version date, operator and reviewer, and material approvals or incidents. Prefer
necessary metadata; do not duplicate complete confidential prompts or content merely
for audit convenience. Any necessary retained content receives the same sensitivity
protections.

Manage conversations, temporary files, vector indexes, outputs and backups according
to purpose, contracts, law and existing retention rules. Delete or de-identify them
through approved procedures when retention ends. Clearing a screen or deleting a local
copy does not establish deletion from cloud systems, backups or provider records.
Manage required legal or dispute-related preservation separately.

9 Incident reporting and response

Immediately stop affected work and report to the designated company owner if
confidential information is misdirected, a model unexpectedly switches to the cloud,
access is unauthorized, tools behave suspiciously or disclosure is suspected. Disconnect
or suspend relevant access when necessary. Preserve minimum necessary evidence as
instructed; do not erase records to conceal an incident.

The Company must assess scope, contain further transfers, determine available provider
deletion or restriction measures, and handle required client and other notices under
applicable law and contracts. A deletion request cannot guarantee complete recall of
information already sent. When contacting maxwell@maxwellvs.com, provide the
incident time and an outline first, without attaching confidential source material or
authentication secrets.

10 Governance and version updates

A designated company policy owner manages approved tools, classification and
exception requests. Users must understand this policy before work begins. Review it at
least annually and when tool capabilities, provider terms, data purposes or relevant
requirements materially change. Other tools, existing Al integrations and new features
are not automatically approved merely because they are installed or available.
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This version does not authorize sending confidential information to any cloud inference
service. If another workflow is needed, stop the affected work first. The Company must
review data rights, client agreements and risks and revise the policy where necessary;
individual users cannot waive these restrictions.

This policy has its own version sequence starting at v0.1.0, a version timestamp in
Asia/Taipei (UTC+08:00), and retained history. The version timestamp is the creation
time, not an effective date; this is a review copy pending publication. Contact
maxwell@maxwellvs.com with questions or rights-related matters. The policy does not
replace existing privacy, security, service terms or individual contracts, imply provider
certification or guarantee error-free Al.

11 Product references

Product information checked on 2026-09-16, Asia/Taipei (UTC+08:00). These provider
sources do not verify the Company's device configuration or control effectiveness.
Provider changes do not automatically relax this policy.

OpenAl business data policy: https://openai.com/business-data/

LM Studio Bionic model execution locations: https://Imstudio.ai/docs/bionic/models

Maxwell Venture Service | maxwellvs.com/legal



