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Grammarly
From Spellcheck to Communication Coach
2026 CIO Edition · StevenSinger.org/ai

Vendor: Grammarly Tier: Business / Enterprise
Pricing: Free | Premium $12/mo |
Business $15/user/mo |
Enterprise custom

Context Window:
Document-level; browser
extension captures page context

KEY CAPABILITIES

✦ 5 Grammarly Layers: Tone, Clarity, Style, Team Analytics,

Multi-Platform
✦ Communication Intelligence: real-time tone + audience optimization

✦ Style Guide: enforce organizational voice and terminology

standards

✦ Integration Ecosystem: browser, desktop, email clients,

Slack/Teams

✦ Executive Communication: high-stakes email, board deck polish
✦ Team Analytics: writing quality metrics, error trends, adoption

tracking

SHORTCUTS & COMMANDS

Shortcut / Command How To Use

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

TOP USE CASES

Pre-send review: all external stakeholder emails reviewed before sendingBoard presentation polish: eliminate jargon, improve clarity, ensure

consistencyCrisis communication: tone-check before any public or investor-facing statementRFP responses: consistent voice across

multi-author proposal documentsPolicy documentation: enforce terminology standards across compliance materialsInvestor update refinement:

financial language precision + appropriate tone

STANDARD CHECKLIST

■ Style Guide configured with organizational voice and terminology ■ Audience tones defined (Executive, Technical, Customer)

■ Brand terminology shared across team ■ Analytics reviewed weekly for quality trends

■ All major integrations active (email, Slack/Teams, desktop) ■ Writing team onboarded with Grammarly training

■ Compliance review active for external communications ■ External communications checked before sending

PROMPT PATTERNS

Pattern Template / Example Best For

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
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Governance Notes: Enterprise tier: SAML SSO, audit logs, admin controls, no data used for training · Business/Enterprise: documents not stored by

Grammarly beyond session · Style Guide: use to enforce compliance language requirements (GDPR notices, legal disclaimers)


