
Gender-neutral Language

It is important to use neutral language in business writing. Gender-neutral language means not referring to a
person’s gender or making assumptions about their marital status. For example:

In the salutation

• We use the neutral title Ms. instead of Mrs. or Miss to avoid assumptions about a woman’s marital status.

• We use Dear Sir/Madam rather than Dear Sir if we don’t know the name or gender of the reader.

In the body of the letter

• We use gender-neutral pronouns when we don’t know the person being referred to in the letter. For example,
we would say A client can choose his/her own program instead of A client can choose his own program.

• For job titles, we use chairperson, salesperson or sales associate instead of chairman or salesman.

• We avoid referring to gender when gender is not relevant. For example, we would say staff members instead
of the girls/women in the office.

1� Search the Internet for other examples of neutral language. Create a list of the examples you find.
Compare and share your list with classmates.

Possible search terms: neutral language; gender-neutral language; non-discriminatory language

2 With a partner, discuss what may be wrong with each of the sentences below. If necessary, change
the sentence so that it uses gender-neutral language.

1. You are invited to our annual Open House on February 28. We would like to extend this invitation
to your wife as well.

2. I am writing to complain about one of the salesmen in your show room.

3. A manager should treat his staff fairly.

4. The male nurse who took care of me was very helpful.

5. Each student is expected to bring a notebook to class with him.

6. The mailman left the mail at the side door and it got all wet.

7. Dear Mrs. Jones:

8. The girl answering the phone in your office was very rude to me.
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