CHAPTER 4:
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MATERIAL
A Guide to Customer Service Skills for the Service Desk Professional
Third Edition

SIMILAR WORDS,
DIFFERENT MEANINGS - 1
These words are phonetically identical, but have different meaning:
accept, except

brake, break

delusion, illusion, allusion

advice, advise

breathe, breath, breadth

desert, dessert

affect, effect

by, bye, buy

device, devise

all ready, already

can, may

faint, feint

all together, altogether

canvas, canvass

farther, further

a lot, alot

capitol, capital

fewer, less

allusion, illusion

cite, site, sight

formerly, formally

alter, altar

clothes, cloths

forth, fourth

among, between

coarse, course

good, well

our, hour

compare, contrast

great, grate

award, reward

complement, compliment

hear, here

bad, badly

consul, council, counsel

hole, whole

beside, besides

decent, descent, dissent

imply, infer
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SIMILAR WORDS,
DIFFERENT MEANINGS - 2
These words are phonetically identical, but have different meaning:
incidence, incidents

peace, piece

statue, stature, statute

incite, insight

plain,

then, than

instance, instants

plane

their, there, they're

its, it's

pore, pour

that, which

knew, new

precede, proceed

threw, through

know, no

precedence, precedent

to, too, two

later, latter

presence, presents

vain, vane, vein

lay, lie

principle, principal

vociferous, voracious

lead, led

quiet, quit, quite

waist, waste

leave, let

rain, reign, rein

weak, week

loose, lose

raise, rise

wearm were, where

notable, noticeable

see, sea

weather, whether

object, subject

sit, set

whose, who's

passed, past

stationary, stationery

who, whom
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your, you're

I.E. OR E.G. ?
i.e.
Means "that is“
Latin for “id est”
Is used in place of "in other words," or "it/that is“
It specifies or makes more clear
Example: I'm going to the place where I work best, i.e., the
coffee shop.

e.g.
Means "for example"
Latin for “exempli gratia”
Is used in place of "for the sake of an example“
Example: At the places where I work well, e.g., Starbucks, I
have none of the distractions I have at home.
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E-MAIL BEST PRACTICES

197

PART 10 OF 10

Guidelines for a Signature Line:
Your name & title
The company name & logo
Telephone & fax numbers
Your email address
Web site address
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ADD A DISCLAIMER
ON FORMAL EMAIL
Consider a disclaimer when writing emails:
Privacy notification
Normally included with signature line
Limits the liability of you & your organization

Frequently not used with informal, internal email
This e-mail is for the use of the intended recipient(s) only. If you have received this e-mail in error, please notify the
sender immediately and then delete it. If you are not the intended recipient, you must not use, disclose or distribute
this e-mail without the author's prior permission. We have taken precautions to minimize the risk of transmitting software
viruses, but we advise you to carry out your own virus checks on any attachment to this message. We cannot accept
liability for any loss or damage caused by software viruses. Any views and/or opinions expressed in this e-mail are of the
author only and do not represent the views of the Acme Design and Development Corporation or any other company
within its group.
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SAMPLE SIGNATURE LINE
& DISCLAIMER
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