WHAT CAN MAKE YOUR ENGLISH SOUND MUCH BETTER
1. The restricted use of the modal verb must and the reluctance to use modal verbs should and ought to while addressing a person; the use of milder formulas for recommendation or advice: “Why don’t you…?”, “You’d better…”, “If I were you, I’d…”, etc.
2. The use of phrases like “Would you mind opening the window?”, “Could you …?”, “Would you …?” instead of the Imperative mood (“Open the window, please.”).
3. The use of question tags instead of general questions to avoid sounding too inquisitive (“This film is worth seeing, isn’t it?” is preferable to “Is this film worth seeing?”), and instead of affirmative sentences (“This film is worth seeing”) to keep up a talk and to facilitate an exchange of ideas.
4. The use of negative question tags while asking for information or making an implicit request: “John, you haven’t spoken to Nancy, have you?”, “Bob, you haven’t got a cigarette, have you?”, “Mary, you don’t know where my diary is, do you?”
5. The use of phrases “I think so”, “I suppose so”, “I don’t expect so”, “I hope so”, “I’m afraid so” instead of plain “Yes” or “No”.

6. The use of the following verbs: appears (to), seems (to), tends (to), may, might; adjectives: likely, unlikely; adverbs perhaps, probably, apparently.
7. The use of rather, quite, fairly, a little, a bit before adjectives, especially when expressing an opinion: “The service in the hotel was rather slow”, “The excursion was a bit tiring”.
8. The use of impersonal verb phrases that imply rather than directly express the speaker’s own attitude: “It is widely accepted that …”, “It is very doubtful that …”
9. The use of Subjunctive for refusing permission: “I’d rather you didn’t …”; expressing desire: “I’d like to …” (instead of “I want to …”) and reproach: “I wish you wouldn’t …”.
10. The use of implicit negation expressed by the words hardly, barely, scarcely, fails (to), lacks, little: “There was hardly anywhere to sit”, “She scarcely remembers her mother”, “Physiologists have little idea how this occurred”, “She failed to lose weight”.
11. The tendency to avoid sounding dogmatic by beginning sentences with “As far as I know …”, “As for me …”, “As far as I am concerned …”, “If I’m not mistaken …”.
12. The use of mild and tactful forms of expressing dislikes: “I’m not very (too, particularly) keen on …”.
13. The use of conventional signs and euphemisms to avoid offence.

SENSITIVE TOPICS
Being aware of sensitive topics can help you to avoid using words that might offend or upset people. The following is the list of the most common sensitive topics, along with some general suggestions for avoiding offence in these areas.
Racial and ethnic groups

Nowadays more and more groups of people prefer to be called by the name they have chosen, rather than by terms selected for them by others. In the US, for example, the most sensitive areas of vocabulary are often those that deal with racial and ethnic groups. For example, many Americans whose families originally came from Africa prefer to be called African-American. But there are others who prefer to be called black because they see themselves as American, not African.
   At any given time, members of a particular racial or ethnic group prefer different terms, and certain words become outdated. For example, in books and articles that were written in the middle of the last century you may see expressions like Oriental or Chinaman. Be careful to avoid using old-fashioned and offensive words like these. Do your best to substitute more acceptable terms, such as Chinese people.

Gender
Gender is an area in which it is most difficult to avoid giving offence. It is partly because of the way the English language works.

· The word man originally meant both adult human and adult man. But nowadays its meaning is so closely identified with adult male that in sentences like “Man has always dreamed of being able to fly” it does not seem to include women. When referring to adult humans, you can avoid offending anyone by using terms like people or human beings instead of man: 
                                 People have always dreamed of being able to fly.

· Many older words for occupations seem to exclude women because they include the word man. Avoid using man in words for jobs that can be held by either a man or a woman. Use neutral words that include both sexes. For example, instead of businessman use a word like executive or businessperson, and instead of fireman use firefighter.
· Avoid using words like manageress, actress and other words ending in –ess to refer to women. Words like these are considered old-fashioned and are offensive to some people. Use words like manager and actor that can refer to both men and women.

· Because English has no singular common-sex pronoun, speakers of English have traditionally used the pronouns he, his, and him in expressions like this: “Each student brought his own dictionary”. Here are some ways you can avoid using masculine pronouns to refer to groups that are made of both men and women:
1. Use the plural form for both nouns and pronouns:
                         All the students brought their own dictionaries.
2. Reword the statement to avoid using a pronoun:

                         Each student brought a dictionary.
3. Use the phrase his or her:

                         Each student brought his or her own dictionary.
4. Use s/he:

                         Each student brought the dictionary that s/he preferred.
5. Use the plural pronoun their after an indefinite pronoun:

                         Everyone brought their own dictionaries.
Age
As more and more people are living longer, healthier, and more active lives, the concept of ageing is changing. Many people think that using words like old and elderly to describe older people is offensive because they seem to suggest inactivity or weakness. To avoid offending people, use terms that give more detailed or exact information about the person described:

· Membership is only available to retired people.

· People over sixty-five can get a discount.

· Many senior citizens enjoy going for long walks.
Illness and disability
Some people object to phrases like Aids sufferer, mental patients, or the handicapped because they seem to emphasize the illness or disability, rather than the person. When referring to people who are ill or disabled, try to use expressions that emphasize the person:
· a person living with Aids

· a hospital for people who are mentally ill
· flats for people who are disabled or people with disabilities
Sexual preferences

Avoid old-fashioned and insulting terms when referring to people who have sexual relationships with members of the same sex. To avoid giving offence, use the word gay to refer to men who are sexually attracted to other men, and lesbian for women who are sexually attracted to other women. Use same-sex to describe relationships between two men or two women.
Titles

One of the problems with the English language is that it does not have different titles for single or married men, but it does for single and married women. When addressing a woman, do not guess her martial status. If you do not know whether she is married or not, use Ms to address her, rather than Mrs or Miss.

Using the most appropriate words
Since ‘appropriate’ words change all the time, it is not always possible to know what words show the most sensitivity or are the most appropriate for a particular situation. To avoid offending people with inappropriate language, try following these suggestions:
· When talking to members of a particular racial, ethnic, or other cultural group, ask them which terms they prefer. It is better to ask people than to risk insulting them unintentionally.

· Avoid using slang terms to refer to people. Slang terms for people are often very insulting.
