
 
 

Brand Voice Template 
Follow this workflow to define a brand voice relevant to your business and target 
audience. 
 
Please make a copy of this document to edit the template. 
 

 
 

Part #1: Document Your Company’s Background & 
Mission 
Figure out your company’s mission statement. These questions can help: 
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What’s the primary purpose of your company?  

 

What primary problem were you trying to solve?  

 

What did you aim to change in your customers’ lives?  
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Part #2: Research Your Target Audience 
Get to know your audience closely and learn more about who you’re speaking to.  
 

Who is your target audience?   

 

What are their preferences?  

How do they resonate with your brand?   

What challenges do they face?   

How can your brand address these challenges?   

How can your brand address these challenges?   

 

Part #3: Analyze Your Current Voice  
Take a closer look at your existing voice. Analyze different marketing assets, such 
as landing page copy, blog posts, ad copy, and social media posts.  

Use tools like Google Analytics to check traffic and conversions on each page. 
Summarize your findings below. 
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How do you intend to make people’s lives better?  
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Top performing assets  The tone and voice  

Add a link Describe the tone and voice in this 
asset (e.g., this article had a more 
conversational and playful tone) 

  

  

  
 
  

Part #4: Define Your Brand Personality 
Ask these questions to define your brand’s personality: 
 

What are our values? 

 

What’s our story? 

 

How do we want our brand to be perceived? Do we want it to be seen as premium and 
luxurious? Playful and fun? Perhaps empowering and motivational?  

 

What kind of relationship do you want to build with your customers?  
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What feelings should your brand evoke? 

 

 
Based on that, list down your key personality traits: 
 

Key trait #1 Corresponding brand values 

Key trait #2 Corresponding brand values 

Key trait #3 Corresponding brand values 

Key trait #4 Corresponding brand values 

Key trait #5 Corresponding brand values 
 

Part #5 Define Your Brand Voice 
Based on all of the above data points, define your brand voice.  

Evaluate these 12 brand archetypes to pick the most relevant one for you. 
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Pick the traits that best align with how you want your audience to perceive your 
brand.  

Based on this, create a voice chart. A voice chart is a document that comprises the 
key attributes of your brand voice. 
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The voice chart 

 

Voice 
characteristic 

Description ✅Do  ❌Don’t 
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A faster alternative: Use ContentShake AI 
 
Head to ContentShake AI and go to “Brand Voice.” 
 

 

Then, click “Create Brand Voice” to design a new voice document.  

 

 

Add a content sample that best reflects your current brand voice. Ideally, you’ll 
want to give a 1000-word sample to get the best results. It’s also a good idea to 
integrate elements from your “About us” webpage. 
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Then, click “Create Brand Voice” one more time. 

 

Voilà!  

With this information, ContentShake AI will summarize your brand voice with a 
detailed paragraph and specify your tone and readability level.  
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From now on, every piece of content generated by ContentShake AI will be 
adjusted to your target voice and tone. 

 

 

 

Part #6: Create a Communication Document 
List down what’s allowed and what’s not to keep everyone on the same page: 
 

We sound like… We don’t sound like… 

Guideline + example Guideline + example 

Guideline + example Guideline + example 

Guideline + example Guideline + example 
 
 

Step #6: Word Choice Guidelines 
Add a list of words that should and shouldn’t be used. 
 

Words that repel/deter customers: 
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Alternatives to use for common terms: 
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