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Send messages
your colleagues

recognize as 

AI Communication

This guide goes beside the Section 4 videos, and its steps are

there for when you choose to try a strategy. Marcus and his

colleagues are a prepared fictional example, and every

message stays an unsent draft.

yours

Arun Nagarathanam 5 lectures · prompts, ideas and checks



B E F O R E  YO U  S T A R T

How to use this 

Keep it open on your phone or a second screen while the lecture

plays on your main screen.

A L L L I N K S  A N D  C O P Y B U T T O N S

Every link for this section, and every prompt with a working Copy

button, is on one page of our website.

Open the Section 4 page

guide

ONE

Watch first.

Every lecture makes

sense without

practice. The steps

are there when you

choose to try one.

TWO

Use the
requests.

Every dark window

holds a request from

the lecture. Select the

text to use it in an AI

product your employer

permits.

THREE

Check
yourself.

Each lecture ends

with one question.

Answer it before you

move on.

A R U N T A S T I C. C O M  ·  S E C T I O N  4  S T U D Y  G U I D E 2

https://aruntastic.com/resources/library/leaders/send-messages-your-colleagues-recognize-as-yours-complete-resource-pack/


I N  T H I S  S E C T I O N

5 

4.1 Can AI help while you still sound like you? Page 4

4.2 Why does the draft sound nothing like you? Page 7

4.3 How do you explain the same decision to different people? Page 11

4.4 Can you explain your recommendation under pressure? Page 15

4.5 Would you put your name on this message? Page 19

lectures

A R U N T A S T I C. C O M  ·  S E C T I O N  4  S T U D Y  G U I D E 3



L E C T U R E  4 .1  ·  L E A D E R S H I P  C O M M U N I C AT I O N

Can AI help while you
still sound like 

See why a fluent AI draft can still be wrong for the person whose

name goes on it, and what useful writing help has to keep.

4.1
you?
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L E C T U R E  4 .1  ·  C A N  A I  H E L P  W H I L E  YO U  S T I L L S O U N D  L I K E  YO U ?  ( C O N T I N U E D)

I D E A S  T O  K E E P

F O L L O W  A L O N G

01

Marcus decided on a 3-week trial: routine

status written in the project folder before

Tuesday, a 30-minute meeting on

decisions, and one owner for each

unresolved blocker.

02

The fluent AI draft announced that the

new format will eliminate cross-team

coordination delays across the

department. Marcus never decided that.

03

Clearer wording helps. Changing what

you are committing to puts your

credibility at risk the moment the next

normal project delay occurs.

04

Colleagues organize their work around

the commitments in your messages, and

they listen for your recognizable manner

of speaking to judge whether you mean

it.

05

Typing "make this sound professional" cannot keep your voice, because the software does

not yet know what your voice sounds like.

Pick one message or announcement that carried your name this week.

Write down the decision and any condition behind it in one or two lines.

Read the message again and check whether any sentence promises more than that

decision.
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L E C T U R E  4 .1  ·  C A N  A I  H E L P  W H I L E  YO U  S T I L L S O U N D  L I K E  YO U ?  ( C O N T I N U E D)

G O O D  T O  K N O W

Marcus is a prepared fictional example written for this course. The inflated draft shows the

kind of drift to look for; it is not output from a recorded AI run.

F I L E S  A N D  L I N K S

README.md This lecture on the website

?

C H E C K  YO U R S E L F

Why can a grammatically smooth draft still put the sender's

credibility at risk?
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L E C T U R E  4 . 2  ·  YO U R  A I  V O I C E  S K I L L

Why does the draft
sound nothing like 

Teach AI how you write from three of your own messages, curate

the rules it proposes, and save them as a voice skill.

4.2
you?
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L E C T U R E  4 . 2  ·  W H Y D O E S  T H E  D R A F T  S O U N D  N O T H I N G  L I K E  YO U ?  ( C O N T I N U E D)

I D E A S  T O  K E E P

F O L L O W  A L O N G

01

Instead of adjectives like "warm and

professional", Marcus supplies 3 short

permitted updates he wrote himself and

a spoken explanation of what he likes

and dislikes.

02

Ask the agent to quote the line from your

messages that supports each proposed

rule, because an agent can treat an

isolated phrase from one old email as a

permanent habit.

03

Marcus keeps the rule about opening

with the decision and its reason,

changes the rigid 12-word limit, and

removes the one-off audit phrase.

04

No colleague names or past project

dates stay inside the general writing

rules.

05

A saved skill that captures your curated writing preferences is called a voice skill. The free

starter pack names it personal-voice.

Open practice/leadership-communication.html and go to the 01 Voice skill curation

tab.

Read the three proposed rules with their quoted evidence and Marcus's Keep,

Change and Remove decisions.

Find the sample that the removed rule came from in practice/marcus-

communication-files.md.

If you want to try it, gather 3 short messages you are permitted to share and run the

first request below in an AI product your employer permits.
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L E C T U R E  4 . 2  ·  W H Y D O E S  T H E  D R A F T  S O U N D  N O T H I N G  L I K E  YO U ?  ( C O N T I N U E D)

G O O D  T O  K N O W

The three proposed rules are a prepared illustration. Use only messages you are permitted to

share with your AI product.

Request · Propose voice rules with evidence PROMPT

Here are 3 permitted updates I wrote to my team, along with my spoken explanation: I like to

state the decision and the reason for it in the first paragraph, I prefer everyday words over

corporate jargon, and I always make clear what action I need from the reader.

Propose a short list of recurring writing rules from these examples and my explanation. Next to

each proposed rule, quote the wording from my examples that supports it so I can decide what to

keep, change, or remove.

Use in: ChatGPT or another AI product your employer permits, with your 3 messages attached

Request · Curate the rules and save personal-voice PROMPT

Keep the first rule about opening with the confirmed decision and the practical reason behind it.

Change the second rule so it prefers clear, concise sentences without imposing a rigid 12-word

cap that removes the reason behind a request or a condition on a decision. Remove the phrase

"effective immediately until audit closure" and any past project names or dates so no one-off

incident details enter the reusable skill. Apply these curated rules to my weekly-meeting draft,

and save the accepted guidance as my personal-voice skill.

Use in: The same conversation, after reading the proposed rules
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L E C T U R E  4 . 2  ·  W H Y D O E S  T H E  D R A F T  S O U N D  N O T H I N G  L I K E  YO U ?  ( C O N T I N U E D)

F I L E S  A N D  L I N K S

practice/leadership-communication.html practice/marcus-communication-files.md

prompts/section-04-prompts.md skills/personal-voice/SKILL.md

This lecture on the website

?

C H E C K  YO U R S E L F

Why does Marcus ask the agent to quote the line that supports

each proposed rule?
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L E C T U R E  4 . 3  ·  A I  D R A F T I N G

How do you explain
the same decision
to different 

Turn one confirmed decision into a draft for your team and a draft

for a senior sponsor, without changing what you promised.

4.3

people?
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L E C T U R E  4 . 3  ·  H O W  D O  YO U  E X P L A I N  T H E  S A M E  D E C I S I O N  T O  D I F F E R E N T  P E O P L E ?  ( C O N T I N U E D)

I D E A S  T O  K E E P

F O L L O W  A L O N G

01

Marcus's decision record has 4 facts:

status in the project folder before 9 a.m.

on Tuesdays, a 30-minute meeting on

decisions and blockers, one named

follow-up owner per blocker, and a review

after 3 weeks.

02

The same decision creates different work

for each reader. The team needs when,

where and how; the sponsor needs the

reason, the accountability and what will

be measured.

03

Vary the emphasis and level of detail for

each reader. Keep the decision, its

conditions and its commitments the

same in both messages.

04

The sponsor draft first said the format

"will keep delivery on schedule". Marcus

changes it, because that edges toward a

promise he never made.

05

The team draft keeps early warnings welcome: "If you are stuck on something, bring it on

Tuesday, even if you do not have a fix yet."

Open the 02 Team & sponsor drafts tab in practice/leadership-communication.html.

In the sponsor draft, check that the only promise is the 3-week check on whether

the meeting still runs over.

In the team draft, find the sentence that keeps raising an unresolved blocker early

welcome.

Before approving drafts of your own, check that each reader can tell what changed,

what response you need and what you have not decided yet.
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L E C T U R E  4 . 3  ·  H O W  D O  YO U  E X P L A I N  T H E  S A M E  D E C I S I O N  T O  D I F F E R E N T  P E O P L E ?  ( C O N T I N U E D)

G O O D  T O  K N O W

Both drafts are prepared teaching examples and stay unsent.

F I L E S  A N D  L I N K S

skills/leadership-communication/SKILL.md This lecture on the website

Request · Draft for the team and the sponsor PROMPT

Use my confirmed decision record and my personal-voice skill to prepare 2 announcements for

changing our Tuesday planning meeting:

1. A message to my 8 team members explaining when the change starts, how to post routine

status updates in the project folder before 9 a.m. on Tuesdays, and how to bring unresolved

blockers to the 30-minute meeting.

2. A message to my senior sponsor explaining the operational reason for the change, how blocker

accountability is protected with a single named owner, and what we will check after the 3-week

trial before making the format permanent.

Keep the underlying decision, conditions, and commitments consistent across both drafts.

Use in: ChatGPT or another AI product your employer permits, with your decision record attached

Request · Check both drafts against the decision PROMPT

Compare both drafts against my confirmed decision record. Check that the sponsor draft

promises only the 3-week check on whether meeting spillover dropped, with no guarantee about

project milestones. Check that the team draft makes clear that raising an unresolved blocker

early is welcome, even when the person does not yet have the fix. Tell me if either draft changes

a commitment.

Use in: The same conversation, after reading both drafts
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L E C T U R E  4 . 3  ·  H O W  D O  YO U  E X P L A I N  T H E  S A M E  D E C I S I O N  T O  D I F F E R E N T  P E O P L E ?  ( C O N T I N U E D)

?
C H E C K  YO U R S E L F

Which line in the sponsor draft did Marcus change, and why?
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L E C T U R E  4 . 4  ·  A I  R E H E A R S A L

Can you explain your
recommendation
under 

Turn a written recommendation into a short spoken opening, then

answer plausible questions aloud to find the gap before the real

meeting.

4.4

pressure?

A R U N T A S T I C. C O M  ·  S E C T I O N  4  S T U D Y  G U I D E 1 5



L E C T U R E  4 . 4  ·  C A N  YO U  E X P L A I N  YO U R  R E C O M M E N D AT I O N  U N D E R  P R E S S U R E ?  ( C O N T I N U E D)

I D E A S  T O  K E E P

F O L L O W  A L O N G

01

Reading your slide notes word for word

rarely answers a direct question about

why you rejected another option.

02

Marcus asks for a short spoken opening

built from his decision record, then 3

plausible questions the sponsor might

ask: why now, what the team gains and

how he will know the trial worked.

03

The questions are plausible challenges

drawn from the tension in your proposal,

not a prediction of what a specific person

will say.

04

Answer aloud first, then read the agent's

suggestion. You can turn on the

microphone or type.

05

Marcus's first answer was about his team's frustration, not measurement. He knows the

meeting runs over but has never counted by how much, so he plans to check the last 4

Tuesday meetings.

Open the 03 Spoken rehearsal tab in practice/leadership-communication.html.

Read the challenge question, then the first spoken attempt and what it left out.

Read the revised spoken answer and find the step that gives the 3-week check

something to compare against.

If you have a recommendation coming up, run the first request below and answer one

question aloud before reading the suggestion.
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L E C T U R E  4 . 4  ·  C A N  YO U  E X P L A I N  YO U R  R E C O M M E N D AT I O N  U N D E R  P R E S S U R E ?  ( C O N T I N U E D)

G O O D  T O  K N O W

The questions and answers are a prepared rehearsal, not a recording of a live exchange.

F I L E S  A N D  L I N K S

skills/conversation-rehearsal/SKILL.md This lecture on the website

Request · Spoken opening and plausible questions PROMPT

Using my decision record for the 3-week Tuesday meeting trial, help me prepare a concise 60-

second spoken opening that states the change, the reason for it and the 3-week check. Then ask

me 3 plausible questions the senior sponsor could raise in the weekly delivery review, such as

why now, what the team gains and how I will know it worked, so I can practice answering them

aloud before seeing your suggested response.

Use in: ChatGPT or another AI product your employer permits, with your decision record attached

Request · Revise the answer after the gap PROMPT

My spoken answer explained why my team dislikes the long status round but not how I will

measure the change. Revise the spoken explanation to say that the meeting has been running

past its 30 minutes and the new format is meant to bring it back inside 30 minutes. Flag that I do

not yet have a starting number, and add a step to check how long each of the last 4 Tuesday

meetings actually ran before the review.

Use in: The same conversation, after your spoken answer
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L E C T U R E  4 . 4  ·  C A N  YO U  E X P L A I N  YO U R  R E C O M M E N D AT I O N  U N D E R  P R E S S U R E ?  ( C O N T I N U E D)

?

C H E C K  YO U R S E L F

What did speaking the answer aloud reveal that Marcus's written

record did not?
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L E C T U R E  4 . 5  ·  L E A D E R S H I P  C O M M U N I C AT I O N

Would you put your
name on this 

Apply one signature test to any AI-prepared message, and see

where a one-way message stops being enough.

4.5
message?
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L E C T U R E  4 . 5  ·  W O U L D  YO U  P U T  YO U R  N A M E  O N  T H I S  M E S S A G E ?  ( C O N T I N U E D)

I D E A S  T O  K E E P

F O L L O W  A L O N G

G O O D  T O  K N O W

Two-way people conversations, such as addressing performance, coaching a skill gap or

assigning ownership, are the subject of Section 5.

01

The test: does this draft preserve my

actual commitment, reflect my voice, and

tell this reader what they need to know

without hiding the tradeoff?

02

Marcus's drafts kept the 3-week trial

condition, made each reader's requested

action clear and sounded like his direct,

considerate voice.

03

In his rehearsal, speaking aloud replaced

a story about frustration with a plan to

measure the change.

04

When a senior analyst replies that 9 a.m.

clashes with her early client call, another

polished paragraph repeating the rule

misses what the moment requires.

05

As a leader, you own both the meaning of the message you send and the space for the

other person's response.

Take one AI-prepared message you are about to send.

Check it against the three parts of the signature test.

Ask yourself whether the situation needs a reply from the other person before

anything is settled.
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L E C T U R E  4 . 5  ·  W O U L D  YO U  P U T  YO U R  N A M E  O N  T H I S  M E S S A G E ?  ( C O N T I N U E D)

F I L E S  A N D  L I N K S

skills/communication-and-people-leadership/SKILL.md This lecture on the website

?

C H E C K  YO U R S E L F

Why can a finished broadcast message not resolve the senior

analyst's concern about the 9 a.m. deadline?
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R E F E R E N C E

Words used in this 

Voice skill

A saved skill that captures your curated writing

preferences, so your drafting can apply them.

The starter pack names it personal-voice.

Evidence

The exact line from your own messages that

supports a proposed writing rule.

Curate

Decide which proposed rules to keep, change

or remove before you save them.

Commitment

What a message promises the reader.

Colleagues plan their work around it.

Decision record

The confirmed choice with its reason,

conditions and review point, kept as the source

for every draft.

Senior sponsor

The senior person who oversees delivery and

needs the reason, the accountability and what

will be measured.

Blocker

Something preventing the work from

continuing.

Meeting spillover

A meeting running past its planned time.

Plausible question

A challenge drawn from the tension in your

proposal, not a prediction of what a specific

person will say.

Starting number

The measurement you take before a change, so

a later check has something to compare

against.

Broadcast message

A one-way message to many readers. It can

explain a decision and invite a response, but it

cannot hear out an obstacle.

section
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W H AT  C O M E S  N E X T

Section 5: Prepare for
conversations you
cannot afford to 

Section 5 shows how to use AI to prepare for sensitive, two-way

people conversations, so you arrive with clear observations and

thoughtful questions while leaving room for the other person's

perspective.

Continue the course Section 4 on the website aruntastic.com

avoid

Written by Arun Nagarathanam

Part of AI Agents for Leaders Who Have No Time to Learn AI
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K E E P  B U I L D I N G

More from 

Practical courses for people who want to build useful things with

AI.

AI SEO Course 2026: From Zero to Page-
One Results

Research search demand, structure useful pages, and

work through technical and off-page SEO.

Open the course

AEO, GEO, AI SEO: Get Cited by ChatGPT,
Google, Perplexity

Study how AI search finds information, and make your

pages clear enough to be cited.

Open the course

Claude Code Without Coding: AI That
Does Real Work for You

Start with the installation, give Claude Code a real

project, and learn how to check what it changes as you

build.

Open the course

Microsoft PowerPoint Presentation 2026
for Professionals

Learn visual hierarchy, slide composition, typography

and animation through practical work.

Open the course

Introduction to Agentic AI and AI Agents

Learn how to direct an AI agent at work, with agentic

workflows, RAG and MCP explained from a real first run.

Open the course

Aruntastic
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T O O L K I T S  A N D  P R O G R A M M E

Go 

C L A U D E  C E R T I F I C AT I O N  P R A C T I C E

Preparing for a Claude certification?
Practice exams written by Arun: 600 questions across 4 mock exams and 2 drill banks.

Unofficial preparation, not affiliated with Anthropic.

CCAR-F

Architect Foundations

CCAO-F

Associate Foundations

CCDV-F

Developer Foundations

CCAR-P

Architect Professional

deeper

T O O L K I T

SEO Accelerator Toolkit

150+ copy-paste AI prompts for audience

research, keywords, content, technical SEO and

link building.

T O O L K I T

GEO Accelerator Toolkit

100 detailed AI prompts for GEO audits, entity

building, content structure and client reporting.

P R O G R A M M E

GEO Authority Accelerator

A complete GEO programme on our learner platform: nine

modules and a 30, 60, 90 day roadmap. The GEO Accelerator

Toolkit is included.

Learn more
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