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List three to five specific words that describe how you want to sound

Write concrete examples showing what each word means in your writing

Note what each word rules out or what your voice is not

Document grammar choices: contractions, punctuation, how you address

the reader

Record vocabulary decisions: jargon, formality, industry terms

Test your voice by rewriting an existing piece of content

Read the rewritten piece aloud and adjust where it sounds forced

Share the guidelines with everyone who writes for your brand

Review published content quarterly to check consistency

Update the guidelines when new questions come up
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