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Why This Guide Exists

Every day, millions of professionals pause mid-sentence. They open a new browser tab and

quietly Google: 'Is it 'recieve' or 'receive'?' Or: 'Is it 'effect' or 'affect'?'

You're not alone — and you're not bad at English. You simply haven't been shown these 50

specific mistakes in a clear, direct way.

The problem is that one visible spelling error in an email can silently change how your manager,

client, or colleague sees you. Research consistently shows that written mistakes are associated

with lower intelligence and less competence — even when the idea behind the words is

excellent.

This guide gives you a quick-reference card for the 50 mistakes that come up again and again in

professional writing. Each one includes the wrong version (so you recognise it), the correct

version, a plain-English explanation, and a memory trick to make it stick.

Read it once. Keep it on your desk. Check it when you're unsure. That small habit will change the

way people perceive your writing permanently.

"Writing is the most visible thing you do at work.
Make it count."

How to Use This Guide

✗ Wrong The incorrect version — what to avoid.

✓ Correct The right version to use.

Explanation Why the mistake happens and how to think about it.

■ Memory tip A trick to remember it permanently.
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PART ONE Spelling Mistakes

01 Adress vs Address

✗ Please send to this adress. ✓ Please send to this address.

Address has a double 'd'. Think of it as two directions (street + city) — double the effort, double the 'd'.

■ Memory trick: add + dress. You get dressed at an address.

02 Untill vs Until

✗ I'll wait untill Friday. ✓ I'll wait until Friday.

Until has only one 'l' at the end. Till (informal) also has one 'l'. 'Untill' is never correct.

■ If you mean 'up to a time', use until — one 'l', always.

03 Recieve vs Receive

✗ Did you recieve my email? ✓ Did you receive my email?

The classic 'i before e except after c' rule applies here. After the 'c', it's 'ei': re-CEIVE.

■ Say it slowly: re-CEIVE. The C gives it away.

04 Occured vs Occurred

✗ An error occured in the system. ✓ An error occurred in the system.

Occur doubles the 'r' before -ed and -ing because the stress falls on the final syllable (oc-CUR). Stressed

final syllable = double consonant.

■ Occurred, occurring — always double r.
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05 Definately vs Definitely

✗ I will definately attend. ✓ I will definitely attend.

This is one of the most common spelling mistakes professionals make. There is no 'a' in definitely. Think:

de-FINITE-ly — it contains the word 'finite'.

■ Finite is inside definitely. de + finite + ly.

06 Seperate vs Separate

✗ Please seperate these into two groups. ✓ Please separate these into two groups.

The middle vowel trips everyone up. Remember: there's 'a rat' in sep-A-R-A-te.

■ There's a RAT in sepARAte.

07 Accomodation vs Accommodation

✗ I need to book accomodation. ✓ I need to book accommodation.

Accommodation has double 'c' AND double 'm'. Think: it accommodates both.

■ Two c's, two m's. The hotel accommodates everyone — double everything.

08 Loose vs Lose

✗ Don't loose the file. ✓ Don't lose the file.

Loose (rhymes with goose) means not tight. Lose (rhymes with shoes) means to misplace or fail. These

are pronounced differently.

■ Lose has one 'o'. You already lost one 'o' — that's why you lose.

09 Alot vs A lot

✗ There are alot of errors here. ✓ There are a lot of errors here.

'Alot' is not a word. It is always two words: a lot. Think of 'a little' — you wouldn't write 'alittle'.

■ A little, a lot — always two words.
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10 Wierd vs Weird

✗ That's a wierd request. ✓ That's a weird request.

Weird is an exception to 'i before e'. Just memorise it: w-e-i-r-d.

■ Weird breaks the rule — and it IS weird, so that makes sense.
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PART TWO Grammar Errors

11 Its vs It's

✗ The company lost it's data. ✓ The company lost its data.

It's = it is (contraction). Its = belonging to it (possessive). The apostrophe does NOT show possession for

'it'.

■ Test it: replace with 'it is'. If it makes sense, use it's. If not, use its.

12 Your vs You're

✗ Your going to present tomorrow. ✓ You're going to present tomorrow.

You're = you are. Your = belonging to you. This is one of the most judged mistakes in professional writing.

■ Ask: does 'you are' fit? Then you're is correct.

13 There / Their / They're

✗ Their going to there office over they're. ✓ They're going to their office over there.

They're = they are. Their = belonging to them. There = a place. Confusing these marks you as careless.

■ They're = they are. Their = ownership. There = place (here/there both end in 'here').

14 Then vs Than

✗ This version is better then the last. ✓ This version is better than the last.

Than is used for comparisons. Then relates to time or sequence. In emails, 'better then' reads as a basic

error.

■ Comparison = than. Time = then.
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15 Effect vs Affect

✗ The change will effect our timeline. ✓ The change will affect our timeline.

Affect is usually the verb (to affect something). Effect is usually the noun (the effect). In most work emails,

you need the verb — so use affect.

■ RAVEN: Remember Affect Verb Effect Noun.

16 I vs Me (object pronoun)

✗ Please send the report to John and I. ✓ Please send the report to John and me.

Remove the other person: 'send the report to I' sounds wrong. 'Send the report to me' is correct. Always

test by removing the other name.

■ Remove the other person's name. The right pronoun becomes obvious.

17 Who vs Whom

✗ Who should I address this to? ✓ Whom should I address this to?

If the answer would use 'him' or 'her', use whom. If the answer would use 'he' or 'she', use who. 'I should

address this to him' — so: whom.

■ Him → whom. He → who. They both end in 'm'.

18 Less vs Fewer

✗ We have less employees this year. ✓ We have fewer employees this year.

Fewer is for things you can count (employees, mistakes, items). Less is for things you can't count (time,

money, effort).

■ Can you count it? Use fewer. Fewer people, fewer mistakes.

19 Lay vs Lie

✗ I need to lay down for a moment. ✓ I need to lie down for a moment.

Lie means to recline (no object needed). Lay means to place something down (needs an object). 'Lay

down' needs a direct object: lay the book down.

■ You lie down yourself. You lay something else down.
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20 Should of vs Should have

✗ We should of sent that earlier. ✓ We should have sent that earlier.

'Should of' is never correct — it comes from mishearing 'should've' (should have). Same applies to could

of, would of.

■ Always: should have, could have, would have.
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PART THREE Punctuation Problems

21 Apostrophe for plurals

✗ We have three manager's in the team. ✓ We have three managers in the team.

Apostrophes show possession or contraction — never just a plural. 'Manager's' means belonging to the

manager. Three managers (plural) needs no apostrophe.

■ Plural = just add s. No apostrophe needed.

22 Comma splice

✗ The deadline is Friday, please submit by
then.

✓ The deadline is Friday. Please submit by
then.

A comma splice joins two complete sentences with only a comma. Use a full stop, semicolon, or

conjunction instead. Very common in professional emails.

■ Two complete thoughts need a full stop, not just a comma.

23 Missing comma after introduction

✗ However the results were positive. ✓ However, the results were positive.

Words like however, therefore, meanwhile, and furthermore at the start of a sentence need a comma after

them.

■ However, Therefore, Meanwhile — always follow with a comma.

24 Colon vs Semicolon confusion

✗ We need three things; time, budget, and
staff.

✓ We need three things: time, budget, and
staff.

A colon introduces a list or explanation. A semicolon joins two related complete sentences. They are not

interchangeable.

■ Colon = here comes a list. Semicolon = two related sentences joined together.
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25 Quotation marks for emphasis

✗ Please read the 'important' document. ✓ Please read the important document.

Quotation marks around a word suggest sarcasm or irony — the opposite of what's intended. Use bold for

emphasis.

■ Quotes around a word imply you don't mean it literally. Use bold for real emphasis.
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PART FOUR Word Choice Confusion

26 Advise vs Advice

✗ Can you give me an advise? ✓ Can you give me some advice?

Advice is the noun (uncountable — never 'an advice'). Advise is the verb. You give advice; you advise

someone.

■ Advice (noun) — Advise (verb). The 'c' sounds like 's' in advice.

27 Complement vs Compliment

✗ This strategy complements our team well.
✓ This strategy complements our team
well.

Complement means to complete or go well with. Compliment means to praise. Both spellings are correct in

different contexts — know which you mean.

■ compLEment = compLEte. compLIment = I like it.

28 Principal vs Principle

✗ Our main principal is customer first. ✓ Our main principle is customer first.

Principle means a rule or belief. Principal means main (or the head of a school). 'Customer first' is a

principle.

■ The principAL is your pAL. A principLE is a ruLE.

29 Stationary vs Stationery

✗ Order some stationary for the office. ✓ Order some stationery for the office.

Stationery (with an 'e') is paper and pens. Stationary (with an 'a') means not moving.

■ StationEry = Envelopes. StationAry = stAys still.
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30 Ensure vs Insure

✗ Please insure this is done by Friday. ✓ Please ensure this is done by Friday.

Ensure means to make certain. Insure means to take out insurance. In work emails you almost always

mean ensure.

■ Ensure = make certain. Insure = financial protection.

31 Imply vs Infer

✗ Are you inferring that I made a mistake? ✓ Are you implying that I made a mistake?

The speaker implies. The listener infers. If someone is suggesting something, they are implying it — you

infer from what they said.

■ Speakers imply. Listeners infer.

32 Farther vs Further

✗ We need to go farther into the details. ✓ We need to go further into the details.

Further means additional or more (metaphorical distance). Farther refers to physical distance. For abstract

concepts in business, use further.

■ Further = figurative. Farther = physical distance.

33 Passed vs Past

✗ We past that stage already. ✓ We passed that stage already.

Passed is the past tense of the verb 'pass'. Past is an adjective, noun, or preposition — never a verb.

■ If you need a verb, use passed. Past is never a verb.

34 Breath vs Breathe

✗ Take a moment to breath before you
reply.

✓ Take a moment to breathe before you
reply.

Breath is the noun (a breath). Breathe is the verb (to breathe). The 'e' on the end changes both the

pronunciation and the meaning.

■ BrEAThe (verb) — longer word, longer breath.
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35 Criteria is plural

✗ The main criteria is experience. ✓ The main criterion is experience.

Criteria is the plural of criterion. 'One criteria' and 'the criteria is' are both incorrect in formal writing.

■ One criterion. Two or more criteria.
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PART FIVE Professional Phrasing

36 Irregardless

✗ Irregardless of the outcome, we continue. ✓ Regardless of the outcome, we continue.

'Irregardless' is not a standard word. The 'ir-' prefix is redundant. Use regardless.

■ Always: regardless. Irregardless is not a word.

37 Per se misused

✗ The report isn't bad per say. ✓ The report isn't bad per se.

Per se is Latin meaning 'in itself'. It is per se — two words, no 'say'. Misspelling this in a professional

document is noticeable.

■ Per se (Latin) — not 'per say'.

38 i.e. vs e.g.

✗ I need the files, i.e. the PDF, the Excel,
etc.

✓ I need the files, e.g. the PDF, the Excel,
etc.

i.e. means 'that is' — used when restating something completely. e.g. means 'for example' — used when

giving a partial list.

■ e.g. = example given. i.e. = in essence (complete restatement).

39 Redundant phrases

✗ Please revert back to me on this. ✓ Please revert to me on this.

'Revert back' is redundant — revert already means to go back. Same applies to 'advance forward', 'end

result', 'final outcome'.

■ Revert = go back. You don't need 'back'. Watch for hidden redundancy.
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40 Reply All disasters

✗ Using Reply All to say 'Thanks!' ✓ Reply only to the relevant person.

Nothing undermines professional image faster than unnecessary Reply All emails. Only reply all when

your reply is relevant to every recipient.

■ Before Reply All, ask: does everyone on this list need to see this?

41 Overusing 'Please note that'

✗ Please note that the meeting has been
moved. ✓ The meeting has been moved.

Starting every email with 'Please note that' adds no information and sounds bureaucratic. Just state the

fact directly — it's more professional.

■ Delete 'please note that' and just say it.

42 As per

✗ As per my last email, I sent you the file.
✓ As I mentioned in my last email, I sent
you the file.

'As per my last email' has developed a passive-aggressive tone in workplace culture and is widely noticed.

Use a neutral alternative.

■ 'As per' can read as passive-aggressive. Rephrase naturally.

43 Myself used incorrectly

✗ Please contact myself if you have
questions. ✓ Please contact me if you have questions.

'Myself' is a reflexive pronoun — use it only when the subject and object are the same person (I hurt

myself). Don't use it as a formal-sounding substitute for 'me'.

■ Don't use myself when me will do. Myself is not more polite.
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44 Between you and I

✗ Between you and I, this won't work. ✓ Between you and me, this won't work.

Between is a preposition and takes object pronouns: me, him, her, us, them. 'Between you and I' is a

hypercorrection — trying to sound formal but getting it wrong.

■ Between you and me — always 'me' after a preposition.

45 Waiting on vs Waiting for

✗ I'm waiting on your response. ✓ I'm waiting for your response.

Waiting on is informal and primarily American English. In formal or international professional contexts,

waiting for is preferred and clearer.

■ In formal writing: waiting for. Waiting on is casual.
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PART SIX Capitalisation & Formatting

46 Capitalising job titles incorrectly

✗ The Sales Manager will attend. ✓ The sales manager will attend.

Job titles are only capitalised when directly before a name (Sales Manager John Smith) or in formal

headings. In general sentences, they are lowercase.

■ Sales Manager John will attend. But: John is the sales manager.

47 Seasons capitalised

✗ We plan to launch in the Summer. ✓ We plan to launch in the summer.

Seasons (spring, summer, autumn, winter) are not proper nouns and should not be capitalised in English.

■ Summer, winter, autumn, spring — all lowercase.

48 Time formatting inconsistency

✗ The call is at 3PM on Tuesday morning at
9 am.

✓ The call is at 3 PM and the update at 9
AM.

Pick one format and be consistent: 3 PM or 3pm or 15:00. Mixing formats in one document looks

unprofessional.

■ Choose one time format and use it throughout the document.

49 Numbers at sentence start

✗ 10 people attended the meeting. ✓ Ten people attended the meeting.

Numbers at the start of a sentence should always be written as words. This is a standard rule in formal

English writing.

■ Never start a sentence with a numeral — spell it out.
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50 Etc. at the end of a list with 'and'

✗ We need pens, notebooks, and etc. ✓ We need pens, notebooks, etc.

Etc. already implies 'and more'. Adding 'and' before it is redundant. Also, never write '...and so on and etc.'

■ Etc. = and so on. Never 'and etc.'
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You've Got This.

You now have a complete reference for the 50 mistakes that matter most in professional English

writing.

The goal was never perfection from memory. The goal is to stop making the same mistakes

twice — and to feel confident every time you hit send.

Keep this guide saved. Come back to it when a word doesn't look right. Share it with a colleague

who might benefit.

Good writing is one of the highest-leverage skills you can develop at work. It shapes how people

perceive your intelligence, your attention to detail, and your professionalism — before you've

even spoken a word.

Want to practise your spoken English too?
VivaLingua.ai — AI-powered English speaking practice, anytime.
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