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WORD USE CHART


Word/Term
Correct Use
Example

Affect, effect
Use affect when you mean to influence.  

Use the verb effect when you mean to bring about.
Labor shortages will affect the production schedule.

Labor shortages may effect a change in the production schedule.

Among, between
Use among to express a relationship among more than two entities.

Use between to express a relationship between two entities.
This CBT will train personnel in the frequent interactions which exist among key personnel.

The laboratory is open between 9:00 a.m. and 5:00 p.m.

And/or
Avoid using and/or.  Instead, explain the circumstances in which an “and” relationship would apply and those in which an “or” relationship would apply.
Ambiguous:  In case of emergency, we will notify the project manager and/or vice president of operations.

Clear:  In case of emergency, we will notify the project manager immediately.  In her absence, we will notify the vice president of operations.

Assure, ensure, insure
Use assure when you mean “give reassurance.”

Use ensure when you mean “to make certain.

Use insure only when referring to insurance.
We want to assure the contracting officer of our integrity.

The project manager ensures that all employees adhere to the quality control plan.

We plan to insure property in case of a natural disaster.

e.g., for example
Replace e.g., with for example

Etc.
Do not use etc.  Spell out all elements of the series.

Fewer, less
Use fewer for countable items.

Use less for measurable (but not countable) items.
Fewer dollars

Less money

i.e., that is
Replace i.e., with that is

Impact
Do not use impact as a verb.  Use affect instead.
Incorrect:  Factory emissions impact air quality.

Correct:  Factory emissions affect air quality.

Input
Do not use input as a verb.  Use enter instead.
The computer operator enters the data.

Interface
Use the verb interface when referring to machines, not people.
The two computer systems interface electronically.

The two managers will interact as required.

It is
Rewrite sentences that begin with It is.  Beginning a sentence with It is often signals a weak, indirect sentence.
Incorrect:  It is our assumption that interest rates will climb.

Correct:  We assume interest rates will climb.

Its, it’s
Use its to show possession.  It’s is a contraction of it is and should not be used in formal writing.
An effective orientation gives the new employee a general overview of our organization, its culture, and its policies and procedures.

Me, Myself and I
It is I.  This is formal but correct.  Informally “me” is now widely accepted.  Myself is a mirror pronoun, also called a reflexive pronoun.  It reflects the action of the verb back at the subject.
Incorrect:  George and me stayed at the office last night.

Correct:  George and I stayed at the office last night.

Output
Do not use output as a verb.  Use produce instead.
The system produces four types of requisitions.

That, which
Use that to introduce a clause that defines the preceding noun and is essential to the meaning of the sentence.

Use which to introduce a clause that gives additional information that is not essential or defining.
An organization that bids according to a well-defined plan is more likely to succeed than one that simply reacts.

Our product line, which has expanded monthly since March 1989, includes lasers for home and office.

That, who
Use that to represent a person, thing, or idea indicated, mentioned, or understood from a particular situation.

Use who to indicate what or which person or persons.
That is my boss standing by the water cooler.


Please find out who they are.

There are, there is
Rewrite sentences that open with these words since they often signal a weak, roundabout statement.
Incorrect:  There are three reasons for choosing this location.

Correct:  We chose this location for the following three reasons.

Utilize, utilization
Replace utilize with use and utilization with usage.
Incorrect:  Our programmers utilize VisualBASIC.

Correct:  Our programmers use VisualBASIC.

Via
Replace via with through or by means of.
Disaster victims receive assistance by means of a U.S. Treasury check through the U.S. Postal Service.
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