PROFESSIONAL WRITING AND EDITING
WEEK 3 STYLE EXERCISES
ACTIVE & PASSIVE VOICE

Complete all three parts in this set for your portfolio. You will find suggested answers to the first few questions in another link but you will only be marked on answers to those questions where suggested answers are not given.
Part 1: Rewrite these sentences in active voice. In 1-5, subjects are in bold and actions or verbs are underlined. The first one is done for you with an explanation.
1. Our expectation was to establish new tolerance levels.


We expected to establish new tolerance levels.
EXPLANATION: We identified the main action (verb = expected) and changed it from its noun form (expectation) back into a verb. We asked ‘who expected’? and the answer is ‘we’. The sentence is now in the active voice. 
2. Attempts were made on the part of the engineering staff in regard to an assessment of the project.
3. There were expectations by the governing committee that their report submission would meet the deadline.

4. The appearance of the candidate before the board was on June 30.

5. The governor's refusal of the request is a necessity.

Part 2: Again, 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 or what is performing the action. Invent a subject or ‘character’ if necessary. The verbs or actions are underlined. The first one is done for you. 

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

Staff must submit copies of all sales transactions at the end of each working day.
EXPLANATION: We identified the main action (verb = submitted) and asked ‘who submitted? The answer is ‘the staff’ or any other subject that makes sense in the context. The sentence is now in the active voice and is now clearer and more direct. 
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. For many years federal regulations concerning the use of wiretapping have been regularly ignored. Only recently have tighter restrictions been imposed on the circumstances that warrant it.
12. It is believed that a lack of understanding about the risks of alcohol is a cause of student binging. 

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

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

15. The creation of a database is being considered, but no estimate has been made in regard to the potential of the usefulness.
Part 3: In the following sentences, the verbs are active. Revise so that the verbs are passive. 

1. In Section IV, I argue that the indigenous culture engaged in over cultivation of the land at the base of the mesa leading to its exhaustion as a food-producing area.

2. Our intention in this book is to help readers achieve an understanding, not only of the differences in grammar between Arabic and English, but also the differences in worldview as reflected by Arabic vocabulary.

3. To make an evaluation of changes in the flow rate, I made a comparison of the original flow rate on the basis of figures I had compiled with figures that Jordan had collected in a study of the diverse patterns of slow-growth swamps.

4. We performed the tissue rejection study on the basis of methods developed with our discovery of increases in dermal sloughing as a result of cellular regeneration.
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