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Are you relying on spell-check? Is that why "Nobel Prize" becomes "Noble Prize"? Spell-check is not enough! You must proofread, or ask someone you trust to look over your copy—carefully before you release it. Don't think that sloppy English goes unnoticed. Most people aren't going to correct you to your face-it's considered bad form. But the way you speak does become part of their quiet assessment of you. We all have a little voice that starts up the minute we meet people, ticking off our likes and dislikes, chalking up their pluses and minuses. We do the same thing when we meet them in print. I bet you're doing it now! 

Something to think about:  Many who are now in business for themselves once worked in companies where

· receptionists buffered you from clients

· secretaries cleaned up mistakes in your correspondence

· marketing people down the hall turned out product sheets and ad copy 

· clerks  and gofers filed papers and kept the coffee pot filled

Without realizing it, you had the company's reputation working behind the scenes to create and maintain an image of trust, value, reliability. And whether you knew it or not, you banked on it. Now, you probably wear all the hats. Whatever written "product" your business needs is in your hands. Each one must deliver the message that you stand for excellence in everything you do. To accomplish that mission, your written output must be well-crafted and error-free. 

Some errors  don't show up in speech because they involve words that sound the same. Who knows, for example, if you are saying "its" or it's"? But when you write, you need to know that "its" is the possessive (e.g., the press release and its message)  and "it's" is the contraction (e.g., it's a very effective press release).  I know,  you thought you always needed an apostrophe to make a word possessive:  Not so! What about words like  "my," her," "his," "your," "our," "their"?   Not an apostrophe in sight. "Its" belongs in that group. But there is good news: "it's" is always "it is."  If you reread a sentence substituting "it is" every time you used "it's" with an apostrophe, and it works, then you did it right. If not, you probably wanted "its" the possessive. Would you say: "the press release and it is message... ."I don't think so.

The mistake you can't hide in speaking and writing is one you hear everywhere—even from TV anchors:  "between you and I" instead of "between you and me." The good news? "Between you and me" is always the correct usage—no exceptions. Simply memorize it and be right every time. Typos and misspellings tell potential clients that you are likely not to go the extra mile, that language is of little importance to you. Ultimately, the message to them is that they ought not to trust you with their business. You can change all that in less than 15 minutes a day.  Come on, make your mom proud! 
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