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From Spellcheck to Communication Coach - For CIOs, IT Leaders, and Enterprise Power Users
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® ADVANCED POWER TIPS — CIO LEVEL

01. Style Guide is your brand governance tool: lock terminology, banned words, required formatting — enforced automatically across all team
writing
02. Communication Intelligence stacks: tone analysis + clarity scoring + engagement prediction give you 3 dimensions of quality simultaneously
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. For legal/compliance documents: set Formality = Formal + Domain = Business + Audience = Expert to get conservative, precise suggestions

Analytics dashboard shows team-wide writing patterns — identify which teams have highest error rates or tone inconsistencies
Grammarly API: integrate into your CRM, support platform, or content management system for automated review workflows
Crisis protocol: make Grammarly's tone check a mandatory gate for any external communications during incidents

Custom terminology: add your company's proprietary terms to dictionary — prevents false corrections on branded language

Performance review: use writing quality metrics to identify communication training needs across departments

m ALL SHORTCUTS & COMMANDS

Shortcut / Feature Exact Action or Command

Accept suggestion Tab to accept; click to apply individually

Dismiss suggestion Dismiss button or Backspace key

Tone detector Grammarly sidebar — Tone (adjust before sending)

Rephrase sentence Click suggestion - 'Rephrase for Clarity'

Goal setting Set Goals: audience, formality, domain, tone, intent

Inline rewrite Select text -~ Grammarly — 'Improve it' for full rewrite

Style guide check Team account — Grammarly Editor - Style Guide violations highlighted

Plagiarism check Premium/Business - check document against web content

Pattern Name Template / Exact Prompt Structure Optimal Use Case
Tone for audience Set Goal: Audience = Expert/Informed/General + Formality = Formal Executive emails
Brand voice Style Guide configured - all team writing checked automatically Consistency
Email polish 'Improve clarity and reduce length by 30% while maintaining key points' Communication
Crisis tone Set Goal: Tone = Informative + Formal — removes inflammatory language Risk management
Board-ready Set Goal: Audience = Expert + Formality = Formal + Domain = Business Board decks

® ADVANCED POWER USER CHECKLIST — COMPLETE ALL 10 = TOP 1%

m 1. Style Guide: 50+ rules covering terminology, banned words, formatting, m 2. Communication Intelligence: tone + clarity + engagement tracking on all
tone external comms

m 3. Analytics: team writing quality dashboard reviewed monthly with m 4. APl integration: Grammarly embedded in CRM or content management
leadership platform

m 5. Crisis protocol: Grammarly mandatory gate for incident and investor m 6. Custom dictionary: all proprietary terms, product names, technical
communications vocabulary added
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m 7. Multi-platform: browser extension + desktop + email + Slack/Teams all m 8. Training: quarterly writing quality review with team analytics
active
m 9. Performance: writing improvement metrics included in team KPIs m 10. Legal: compliance language templates locked in Style Guide

m GOVERNANCE & COMPLIANCE FRAMEWORK
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