WEEK 10

STYLE EXERCISES – USING ACTIVE & PASSIVE VOICE 

Begin these in class with guidance from your tutor. You can check some of the answers in the link underneath but will only be marked on those questions where no answers were given.
Active and passive voice is a grammatical construction that gives emphasis to the subject or actor of a sentence and its relationship to the verb. 

The normal order of sentences is subject (performer of action), verb (action word) and object (receiver of the action of the verb) For example

The child broke the toy.


The active voice indicates that the subject is performing the action of the verb. 

The passive voice indicates that the action is taking place, but not necessarily who or what is committing the action eg The funds were stolen.; Mr Brown was missed.

In passive voice, the order is reversed (object, verb, subject) and the verb is usually preceded by a form of the verb “be” (am, is, are, was, been etc).

Active voice is almost always more direct, more economical, and more forceful than passive voice. It indicates who or what is performing the action of the verb. 

Passive An employees extra efforts should be recognised [by whom?] 

Active Bosses should recognise an employees extra efforts. 
Passive voice is appropriate when the identity of the subject or ‘actor’ is not of vital importance or when the subject is unknown – 

Passive: The dinosaurs were eliminated from the face of the earth.

Active: (?) eliminated the dinosaurs from the face of the earth.

Passive voice can also be used when you might need to be more tactful and avoid conflict –

Passive: This letter needs to be more precisely written.

Active: You need to write this letter more precisely.

Sometimes writers use passive voice and leave out the subject of the sentence 

Excessive use of passive voice should be avoided as it can be evasive and indirect.

Passive: The modem has been damaged.
Active: I damaged the modem.

Passive: Mummy, mummy, the window got broken.
Active: Mummy, mummy, Johnny broke the window.

Exercise 1: Rewrite the following sentences in the active voice. You may need to invent the subject of the sentence. If you are unsure of the subject, find the verb and ask yourself who is performing the action. Invent a subject if necessary. The verb or main action is underlined. The first one is done for you. 

1. Copies of all sales transactions must be submitted at the end of each working day. 


[Hint: the verb or action is ‘submitting, so ask, ‘who did the submitting?’ The answer (you might need to make this up), is the subject of the sentence. Put the subject towards the front of the sentence.]


Staff must submit copies of all sales transactions at the end of each working day.
2. The staff members have been informed they’ll work all day Saturday.

3. The woman with the most outstanding recommendations will be offered the job by the personnel director.

4. The stationery will be delivered to your office by noon.

5. A painting by Gainsborough was donated to the National Gallery by Mr Black.

6. The cancelled cheque was returned by us to you on Tuesday by registered mail.

7. It was intended that the programme be administered by the manager.

8. Two critical errors were made in the setting up of this equipment

9. If the spreadsheet package is found to be ineffective, re-boot the computer and begin the process again. 

10. It is believed that a lack of understanding about the risks of alcohol is a cause of student binging. 

11. The model has been subjected to extensive statistical analysis.

12. Success in exporting more crude oil for hard currency is suggested here as the cause of the improvement of the Russian economy.

13. The creation of a database is being considered, but no estimate has been made in regard to the potential of the usefulness.

Exercise 2: These are a little harder. In some sentences, the main action is expressed as a noun (called a hidden verb or nominalisation: these are in bold). Turn the action back into a verb and again ask who or what is performing the action. Then put the subject towards the front of the sentence. The first one is done for you.
1. A presidential appeal was made to the American people for the conservation of gasoline.

REVISION: The President appealed to the American people to conserve gasoline.

EXPLANATION: The action is ‘to appeal’ even though it is stated as a noun (an appeal was made …) in the original sentence. Who is ‘appealing’? The answer is “the President’ which is therefore the subject of the sentence. We have also improved the sentence by changing the noun ‘conservation’ back into its verb form, “to conserve” as this is more concrete and less abstract. (More on this in the next tutorial). 
2. The appearance of the candidate before the board was on June 30.

3. More accurate measurements of the thorium half-life were conducted at that time by independent investigators.

4. Discussions by the participants of the future of the programme were conducted amicably.

5. There was no independent business-sector analysis of the cause of the trade deficit.

6. Agreement as to the need for revisions in the terms of the treaty was reached by the two sides.
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