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Tone of Voice Development Checklist

#1. Define Your Brand’s Core Values and Mission

e Understand Your Brand’s Purpose: Clearly articulate why your brand exists, what it
stands for, and the impact it aims to have.
o Action: Write a mission statement that captures the essence of your brand's
purpose.
e Identify Core Values: Pinpoint the fundamental beliefs and principles that guide your
brand’s decisions and behavior.
o Action: List 3-5 core values that reflect your brand’s identity (e.g., innovation,
transparency, community).

#2. Know Your Audience

e Develop Audience Personas: Create detailed profiles of your ideal customers,
including demographics, psychographics, needs, and communication preferences.
o Action: Identify three audience personas and note how they prefer to be spoken
to.
e Understand Audience Expectations: Consider what your audience expects from your
brand regarding tone and communication style.
o Action: Survey or interview customers to gather insights into their expectations
and preferences.

#3. Determine Your Tone of Voice Dimensions

e Select Tone Dimensions: Choose where your brand falls on key tone dimensions (e.g.,
formal vs. casual, humorous vs. serious, enthusiastic vs. matter-of-fact).
o Action: Use the following dimensions to define your brand's tone:
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m Formal vs. Casual: Is your brand professional, polished, relaxed, and
conversational?

m  Humorous vs. Serious: Does your brand use humor and wit or maintain
a serious and respectful tone?

m Respectful vs. Irreverent: |s your brand courteous and considerate, or
does it push boundaries and challenge norms?

m Enthusiastic vs. Matter-of-Fact: Does your brand convey energy and
excitement, or does it present information in a straightforward,
no-nonsense manner?

#4. Align Tone of Voice with Brand Personality

e Reflect Brand Personality: Ensure that your tone of voice accurately reflects your
brand’s personality and the way you want to be perceived by your audience.
o Action: Create a list of adjectives that describe your brand’s personality (e.g.,
approachable, innovative, trustworthy).
e Craft Example Statements: Develop sample phrases and sentences that embody your
brand’s tone across different contexts.
o Action: Write example statements for various scenarios, such as product
descriptions, customer service responses, and social media posts.

#5. Create a Tone of Voice Style Guide

e Document Guidelines: Write a comprehensive style guide that details how to apply
your tone of voice across all forms of communication.
o Action: Include sections on word choice, sentence structure, punctuation, and
rhetorical devices that align with your tone.
e Provide Do’s and Don’ts: Offer clear examples of language and phrases that are
on-brand, as well as those that should be avoided.
o Action: Create a table with approved and disapproved language/phrases.

#6. Test and Refine Your Tone of Voice
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e Pilot Test with Real Content: Apply your tone of voice to actual content (e.g., emails,
social media posts, blog articles) and gauge audience reactions.
o Action: Create A/B tests to see which tone resonates better with your audience.
e Gather Feedback: Collect feedback from team members, stakeholders, and customers
on how well the tone of voice resonates and aligns with brand values.
o Action: Use surveys, focus groups, and analytics to gather insights on the
effectiveness of your tone.
o Refine and Adjust: Based on feedback and performance data, refine your tone of voice
as needed to ensure it remains relevant and practical.
o Action: Schedule regular reviews (quarterly or bi-annually) to reassess and
update the tone of voice guidelines.

#7. Ensure Consistency Across All Channels

e Apply Tone Consistently: Use your tone of voice consistently across all communication
channels, including your website, social media, email marketing, customer support, and

advertising.
o Action: Audit existing content to ensure it aligns with your tone of voice
guidelines.

e Train Your Team: Educate all team members, particularly those in customer-facing
roles, on how to apply the tone of voice in their communications.
o Action: Conduct training sessions and provide resources (e.g., cheat sheets) to
reinforce the tone of voice guidelines.

#8. Monitor and Measure the Impact

e Track Engagement Metrics: Measure how your audience responds to your brand'’s tone
of voice through critical metrics like engagement rates, customer satisfaction, and brand
loyalty.

o Action: Use tools like Google Analytics, social media insights, and customer
feedback surveys to monitor the impact of your tone of voice.

e Adjust Based on Data: Use data-driven insights to make informed adjustments to your
tone of voice, ensuring it continues to resonate with your audience.
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o Action: Set up a dashboard to regularly review and analyze tone of voice
performance.

#9. Adapt Tone for Different Scenarios

e Scenario Planning: Identify scenarios where your tone of voice might need to adapt,
such as crisis communication, customer complaints, or celebratory announcements.
o Action: Develop guidelines for tone adaptation in specific situations, ensuring
that your brand voice remains consistent but flexible.
e Create Scenario-Based Templates: Provide templates or scripts that team members
can use in specific scenarios, reflecting the appropriate tone.
o Action: Include example responses for handling both positive and negative
situations.

By following this comprehensive Tone of Voice Development Checklist, you can create a
consistent, authentic, and engaging tone that effectively communicates your brand's personality
and connects with your audience across all touchpoints.



