
Below is a ready-to-use SOP (Standard Operating Procedure) you can publish internally at Your 
Agency or share with clients/teams.  

 

SOP: AI-Generated & Synthetic Content Compliance 

Company:  

Department: Creative / Digital Marketing / Social Media / Video / Client Servicing 

Effective Date: 20 February 2026 

Version: 1.0 

 

1. Purpose 

To ensure all AI-generated or AI-enhanced digital content created or published by Your Agency 
complies with current Government regulations, platform policies, and ethical standards. This SOP 
establishes a uniform workflow for disclosure, documentation, approval, and rapid response to 
takedown requests. 

 

2. Scope 

This SOP applies to all digital content created or managed by Your Agency, including: 

• Social media posts (image/video/reels/shorts) 

• Website creatives and blogs 

• Paid advertisements 

• Voiceovers and AI avatars 

• Influencer / UGC campaigns 

• Client marketing assets 

• Internal demos and pitch decks (if public-facing) 

 

3. Definitions 

AI-Generated Content: Fully created by AI tools (image/video/voice/text). 

AI-Enhanced Content: Human-created content significantly modified by AI (background change, 
voice cloning, face swap, heavy retouching). 

Synthetic Media: Content that simulates real people, voices, or events using AI. 

 

 

 



4. Roles & Responsibilities 

Role Responsibility 

Creative Team Identify AI usage, add disclosure elements 

Social Media Manager Ensure caption and metadata disclosure 

Client Servicing Obtain written approvals 

Compliance Owner (1 person) Maintain logs, respond to takedowns 

Tech/Design Lead Preserve raw files/prompts 

Management Final escalation authority 

 

5. Mandatory Disclosure Rules 

5.1 When Disclosure is Required 

Disclosure is mandatory if AI is used for: 

• Face/body alteration 

• Voice cloning or synthetic speech 

• AI-generated visuals/videos 

• Deepfake-style transformation 

• Synthetic spokespersons/avatars 

• News-style or realistic event simulation 

5.2 Disclosure Formats 

At least one, preferably two or three: 

1. On-Screen Label / Watermark 
o “AI Generated” 
o “AI Enhanced” 

2. Caption / Description Line 
o “This content includes AI-assisted elements.” 

3. Platform AI Toggle / Metadata (if available) 

 

6. Pre-Publishing Checklist (Mandatory) 

Before publishing any content, confirm: 

• AI used in script? 

• AI used in image/video? 

• AI used in voice/audio? 

• Real person altered or simulated? 

• Disclosure added (screen/caption/toggle)? 

• Client approval received? 

• Entry added to Content Log? 

No content goes live without checklist completion. 

 

 



7. Content Log Register (Record Keeping) 

Maintain a shared Google Sheet / Notion / ERP log with: 

• Date 

• Client Name 

• Campaign Name 

• Platform 

• AI Tools Used 

• Disclosure Type 

• Approval Proof Link 

• Raw File/Prompt Link 

• Responsible Team Member 

Retention Period: Minimum 6–12 months 

 

8. Client Approval Protocol 

• All AI-based creatives require written client approval. 

• Approval may be via email or WhatsApp screenshot. 

• Proposal/SOW must contain: 
o AI Usage Clause 
o Disclosure Agreement 
o Liability Split Statement 

 

9. High-Risk Content Guidelines 

Avoid or escalate internally before publishing: 

• Celebrity impersonation 

• Political / election content 

• Medical or financial guarantees 

• Minors in synthetic media 

• Fake testimonials 

• Real event simulation 

 

10. Takedown & Rapid Response SOP 

Response Window: Immediate action, target < 3 hours. 

Steps 

1. Pause Campaign / Unpublish Content 
2. Notify Client & Internal Team 
3. Edit or Remove Disclosure Issues 
4. Document Action Taken 
5. Archive Original Files 

Compliance Owner is responsible for coordination. 



11. Training & Audit 

• Quarterly team training (1 hour) 

• Monthly random audit of 10–15 posts 

• Update SOP based on platform/govt changes 

 

12. Tools Recommended 

• Google Sheets / Notion – Logging 

• Canva / Photoshop – Watermarks 

• Drive / OneDrive – Raw File Storage 

• Project Tools (Asana/Trello) – Checklist Integration 

 

13. Standard Disclosure Templates 

Short: 

“AI-Enhanced Content” 

Medium: 

“This creative includes AI-generated or AI-assisted elements.” 

Long: 

“This video contains AI-generated visuals and AI-assisted audio. Created with human supervision.” 

 

14. Compliance Owner Contact 

Name: __________________ 

Email: __________________ 

Phone: __________________ 

 

15. Review Cycle 

This SOP must be reviewed every 6 months or upon any major regulatory/platform update. 

Adhering to this SOP ensures Your Agency remains legally safe, professionally credible, and future-
ready in the AI-driven content ecosystem. 

 
(This content is made with help of AI) 
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