
WHEN TO USE PASSIVE VOICE IN BUSINESS WRITING

The passive voice focuses more on an action that took place and places less importance on the person who performed
the action. Writers who use passive voice.

Sentences with one subject and two verbs joned by "and. A few examples and possible rewrites: Original: He
said he had intentions to utilize the equipment he had been given by the company. Overall, active voice just
has a much better flow. English verbs have two voices: active voice and passive voice. Doe subject was told
action by the bank official that he would need to provide additional information. If the writer did not name a
performer, choose a subject that fits the context. This problem is easy to fix â€” just commit never to start a
sentence with either. Revised: He said that he plans to use the equipment the company gave him. The road is
being repaired. A number of copywriters will decry any use of passive voice, but there are some situations
where it can actually be preferable and work to your advantage. This means that including the passive voice in
your business letters may detract from the message you are trying to communicate. Passive voice is often
preferred in lab reports and scientific research papers, most notably in the Materials and Methods section: The
sodium hydroxide was dissolved in water. When writing to a customer, for example, you may be more
effective to begin as follows: Your satisfaction with the product is what we care about most. Find substitute
words as often as possible. Using passive voice is particularly advantageous for documents where you want to
sound objective, such as a legal brief or list of regulations. Passive voice makes the writing unclear by keeping
the identity of the actor secret. Take a look at the following flyer examples for a fictional animal shelter.
Revised: She is hatching a surprise party for the boss. However, if you read your document and notice that you
habitually use one or the other, then consider revising the text as, more than likely, you use this phrasing
unconsciously, rather than intentionally. Someone less familiar with the English language might need to read
it multiple times before they fully understood it. In general, active voice is preferable to passive voice.
Company executives worry that bad writers fail to build good relationships. Many professionals work this
tactic out on their own through years of trial and error. Readers may interpret passive voice as an attempt to
avoid admitting responsibility, as in the following example: "A mistake was made that resulted in an
overcharge to your account that has now been corrected and will be shown on your next statement. In every
case, using an active verb does the trick, and almost all reworked sentences are in the present tense. General
Rules The general rules of writing discourage writers from using the passive voice because it tends to obscure
the true meaning of a sentence. Note: Over the past several years, there has been a movement within many
science disciplines away from passive voice. In addition to making sentences more immediate and easy to
understand, active voice helps to conserve sentence length. Our writing should reflect this. Do not make
personal calls except for emergency calls during work hours. For example, it may be your main topic: Insulin
was first discovered in by researchers at the University of Toronto. This makes it the best choice for most
types of writing, particularly anything designed to promote a product, service, event or business. In these
sentences you can count on your reader to know that you are the one who did the dissolving and the titrating.
You will likely find that your new sentence is stronger, shorter, and more precise: Germany invaded Poland in
, thus initiating the Second World War. Avoid identifying the performer of the action Taxes are collected
every year. Changing passive voice to active voice To change passive voice to active, identify the performer of
the action. Revised: We must use our own talents. The sentence is still in passive voice if the actor is specified
later in the sentence: "The report was written yesterday by the manager. The participants were welcomed by
Joyce Carmen, and the keynote speaker was introduced by her. Keep away from there will be, there have been,
and all the variations. Consider Purpose Consider the purpose of the business letter you are writing.


