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USAGE POLICY

At Reverb, we believe in embracing innovation to empower our team and build
exceptional cultures. Al tools can significantly enhance our work, offering new ways to
boost efficiency and creativity. We encourage the thoughtful use of Al to support your

daily tasks, but it's essential to do so responsibly and ethically.

This policy outlines key guidelines to ensure we leverage Al effectively while
maintaining our commitment to data security, privacy, and our people-first values.

Never upload or share any confidential, proprietary, or protected data (including
client, employee, vendor, or partner information) with Al tools without explicit
prior approval. Do not use Al to analyze or store such data in your prompts.

Always review Al-generated content for potential biases in tone, content, or
positioning. Al should not be used for decision-making due to inherent biases.

Always fact-check any information generated by Al.

Customize all Al-generated content to ensure it reflects Reverb's authentic voice,
brand, and values.

Ensure any Al-generated excerpts are properly credited to their original sources
when applicable.

Before use, evaluate the security features, terms of service, and privacy policy of
any Al tool. Only use reputable Al tools from established companies.

Report any suspicious activity or potential security breaches related to Al usage
immediately to your supervisor or the IT department.



reverb

Empowering People, Building Culture

Recommended Uses for

Alisn't here to replace human expertise, but to augment it.

Here are some ways we thoughtfully integrate Al into our work at Reverb, boosting
efficiency and fostering creativity.

e Generate outlines or first drafts for website content, emails, or blog posts.
e Develop initial ideas for marketing materials or reports.

e Gather information on specific topics or compile data from multiple sources.
e Generate ideas during the brainstorming and planning stages.

e Assist with translation tasks for documents or conversations.
e Create personalized draft emails for various customer interactions

e Help create charts, tables, and graphs.
e |dentify patterns in non-confidential data to inform better products and
services.

e Automate routine tasks like report generation.
e Support scheduling meetings and appointments (e.g., using tools like Clara Labs)
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Helpful Al Prompts to Get Started

Al tools can be powerful assistants for learning, brainstorming, and drafting.
Here are some versatile prompts to help you get more done.

Prompt: "Explain [topic] in simple terms as if I'm a beginner.”
Use for: Quickly grasping new concepts, preparing to explain something complex to
others, or getting a high-level overview of an unfamiliar subject.

Prompt: "I want to learn/get better at [desired skill]. | am a complete beginner.
Create a 30-day learning plan that will help a beginner like me improve this skill.”
Use for: Personal professional development, outlining a new skill for your team to
acquire, or structuring a personal learning journey.

Prompt: "I am a [your role, e.g., marketing manager, CEO, project lead]. Can
you give me a list of essential Al prompts that will help me in my role?”

Use for: Discovering Al applications specific to a job function, finding ways to
automate mundane tasks, or optimizing workflows.

Prompt: "Generate 10 unique ideas for [topic, e.g., a blog post, a team building
activity, a customer engagement strategy].”

Use for: Kicking off creative projects, overcoming writer's block, or exploring
diverse perspectives on a challenge.

Prompt: "Summarize the key points from this article: [paste article text or
provide link, if Al can access external links]."

Use for: Quickly extracting essential information from long documents, preparing
executive summaries, or getting a snapshot of a complex report.

Prompt: "Create an outline for [type of document, e.g., a presentation on Q3
goals, a short email to stakeholders, a social media post about a new product
feature].”

Use for: Structuring communications, starting a writing project, or ensuring all key
points are covered in a draft.
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Tips for Effective Al Prompting

To get the best results from Al tools, consider these approaches when crafting
your prompts:

Example: "Act as a [role, e.g., business consultant, creative writer, minimalist
designer].”

Why: This helps the Al adopt a specific persona, influencing its tone, style, and
approach to your request.

Example: "Show me as [format, e.g., a table, a list, bullet points, a short
paragraph, a draft email].”

Why: Directs the Al to present information in the most useful way for your needs,
saving you time on reformatting.

Example: "Use [tone, e.g., professional, casual, empathetic] language.” or
"Keep sentences [short, concise, detailed].”

Why: Narrows down the Al's response to align with your specific requirements,
brand voice, or desired complexity.

Example: "Here is an example of the kind of [headline, email subject line, social
media caption] I'm looking for: [provide example].”

Why: Guides the Al more precisely to your preferred style or content, especially for
creative tasks.

Example: "Provide a step-by-step process for [task, e.g., planning a small event,
conducting a simple market research survey, setting up a new project].”

Why: Breaks down complex tasks into manageable actions, useful for planning and
execution.



