TEMPLATE 01
Voice profile worksheet
Build this once. Paste it at the top of every writing request from then on, and the output stops sounding like a conference brochure.
Generic AI email is easy to spot. The relentless enthusiasm, the "I hope this finds you well", the thanking people twice. Faculty who get it will think less of you. Your own sent folder is the fix, and this takes about ten minutes once.
Step 1. Gather five real emails
Open your sent folder and copy five emails you actually sent to colleagues or faculty. Not your best five. Five ordinary ones, because ordinary is what you need it to match.
☐ An invitation, or a first ask for something
☐ A reminder or a follow-up
☐ A short reply to something routine
☐ Something slightly awkward you had to send
☐ Anything else from the last month
Step 2. Ask for the description
	PASTE THIS, WITH YOUR FIVE EMAILS AT THE BOTTOM
Here are five emails I have actually sent to faculty. Read them and
describe my writing voice back to me: how I open and sign off, sentence
length, how direct I am, how I handle deadlines, how formal I am, and
what I never do.

Then turn that description into a short set of instructions you could
follow to write in my voice, and give it to me so I can save it and
reuse it.

[paste your five emails here]


Step 3. Write the result down here
Paste what it gives you into the boxes below, then correct anything it got wrong. It is describing you, so you are the authority on whether it is right.
	How I open
	e.g. "Hi Sarah," never "Dear Dr Chen,"


	How I sign off
	e.g. "Thanks, Jo" with no closing pleasantry


	Sentence length
	e.g. short, mostly one clause


	How direct I am
	e.g. the ask is in the first two lines, always


	How I handle deadlines
	e.g. state the date, say what happens if it slips


	How formal I am
	e.g. first names, contractions, no jargon


	Things I never do
	e.g. never use exclamation marks, never apologize for asking




Step 4. Keep it somewhere you will actually find it
1. If your tool has Projects (Claude, ChatGPT): attach this file to the project so every request starts here.
1. If you use Copilot: keep this file in the SharePoint or OneDrive folder you point it at.
1. If neither: keep it on your desktop and paste the table above into the top of each request. Less elegant, same result.

	WORTH KNOWING
Redo this in about a year, or whenever you change roles. Your writing voice moves, and a profile that describes how you wrote two jobs ago is worse than none.
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