APPENDIX B

MODULE ON THE ACTIVE AND PASSIVE VOICES

INSTRUCTIONS


Do this module one step at a time.  Read the material and work each exercise. Then check your answers against the solutions on pages B-12 to B-16.  If you still don’t understand the material, reread the section and rework the exercise.

TERMINAL LEARNING OBJECTIVE

Write a document completely in the active voice.


The Army Writing Style stresses the use of the active voice.  Active writing is usually better than passive writing for three main reasons.

· The active voice is direct, forceful, and easy to understand.  (The passive voice can be vague, evasive, and hard to understand.)

· The active voice is more conversational than the passive.  (We normally speak in the active voice.)

· Active sentences are shorter than passive sentences.

ENABLING LEARNING OBJECTIVE 1

Explain the difference between a passive sentence and an active sentence.


The difference between the active voice and the passive is simple.  It’s a matter of emphasis.  Do you want to emphasize the doer or the receiver of the action?


If you emphasize the doer, the sentence is active.  If you emphasize the receiver, the sentence is passive.  In an active sentence, the doer of the action is up front.  In a passive sentence, the doer is at the end and the receiver of the action is up front.


Active
= DOER—VERB—RECEIVER




The plane is bombing the tank.




DOER        VERB      RECEIVER


Passive
= RECEIVER—VERB—DOER




The tank is being bombed by the plane.




RECEIVER      VERB           DOER


The passive sentence above could also read “The tank is being bombed.”  and still be grammatically correct.  However, we wouldn’t know who or what bombed the tank.  The active voice forces you to include this information.

EXERCISE 1

Fill in the blank.  (Answers are on page B-12)

1.
When using the Army Writing Style, write in the _______________ voice.

2.
The active voice is better for three reasons:

a. The active voice is _______________ , _______________ , and _______________ _____ _______________ .  (The passive voice can be very vague, evasive, and hard to understand.)

b. The active voice is more _______________ than the passive.  We normally speak in the active voice.)

c. Active sentences are _______________ than passive sentences.

3.
The usual order for active sentences is


_______________ — _______________ — _______________

4.
The usual order for passive sentences is


_______________ — _______________ — _______________

5.
Mark the Doer, Verb, and Receiver in the following sentences.


a.
The jeep was driven by the private.


b.
The sergeant fired the rifle.


c.
He is writing his paper.


d.
The howitzer will be serviced by the crew.

ENABLING LEARNING OBJECTIVE 2

Describe the two parts of a passive verb phrase.


Now that you know the structure of active and passive sentences, you are ready to learn a simpler way to recognize a passive sentence.


You can recognize a passive sentence by its verb structure.  A passive sentence ALWAYS has a verb phrase containing a form of the verb “to be” AND the past participle of any action verb.


PASSIVE VERB    =    A FORM OF “TO BE”    +    A PAST PARTICIPLE

PART 1:  A FORM OF “TO BE”


The first part of all passive verbs is a form of “to be.”



FORMS OF “TO BE”    =    am      is      are      was      were      be      been      being


NOTE:  “Has,” “have,” “had,” “will,” “must,” and “shall” are NOT forms of “to be.”

PART 2:  A PAST PARTICIPLE


The second part of all passive verbs is the past participle form of any main verb.  You can recognize the past participle by its ending.  The usual endings for past participles are—



-ed
-d
-en
-n
and
-t


Examples:
picked
told
given
shown
taught



proved
held
written
thrown
hit


If an action verb has one of these endings, it’s in the past participle form.  There are some irregular forms of the past participle, however.  Among these are “made,” “rung,” “done,” and “sunk.”


NOTE:  Verbs ending in –ing (writing, giving) are NOT past participles.  They are present participles and don’t produce passive writing.


TO BE
+
PAST PARTICIPLE


I
am

required
by my boss to attend the class.


He
is

told
by his boss to attend, too.


They
are

given
the tests by their teacher.


She
was
not
shown
the answers.


They
were
not
taught
very thoroughly.


NOTE:  Have you noticed that the preposition “by” often appears in a passive sentence?  It is a possible clue to passive writing since it can introduce the doer at the end of the sentence.



EXAMPLE:  Tests are given by teachers daily.

EXERCISE 2  (Answers are on page B-12)

1.
Write the eight forms of the verb “to be.”

2.
_______________ , _______________ , _______________ , _______________ ,

_______________ and _______________ are not forms of the verb “to be.”

3.
List the five most common endings of a past participle.

4.
__________ is not an ending for a past participle.

5.
___________________________________ and ___________________________________

are the two parts of a passive verb phrase.

6.
Circle the form of the verb “to be” and the past participle in the following passive sentences.


a.
The film will be shown.


b.
The OER is being written by the BC.


c.
All vehicles were properly dispatched.


d.
The cake was made by Jane.


e.
Rifles are kept in the arms room.

7.
Mark the following sentences as passive or active.  If it is passive, circle the form of “to be” and the past participle.


a.
_______________
We are going to the PX.


b.
_______________
He checked the motor pool gate.


c.
_______________
Three protective masks were found in the truck.


d.
_______________
The safety T is being made by the lieutenant.


e.
_______________
I’m running PT tomorrow.


f.
_______________
Lock the door when you leave.


g.
_______________
The trucks are located on Hill 672.


h.
_______________
He has found a good job.


i.
_______________
She is required to hear the customers’ complaints.


j.
_______________
I was in town yesterday.

ENABLING LEARNING OBJECTIVE 3

Recognize the difference between passive voice and past tense.


A common mistake is to think that passive sentences can occur only in the past tense.  Passive sentences can occur in all tenses—past, present, or future—as shown in these examples:


The jeep will be driven.
FUTURE TENSE


The jeep is being driven.
PRESENT TENSE


The jeep was driven.
PAST TENSE

EXERCISE 3  (Answers are on page B-12)

1.
Passive sentences only occur in the past tense.  True or False?

2.
Passive sentences can be in the __________ , __________ , or __________ tense.

3.
State whether the following sentences are active or passive.  Then indicate the verb tense.



Active or Passive

Tense


a.
__________
He loaded the tent and stove into the jeep trailer.
_______________


b.
__________
The Time on Target mission will be fired at 0600.
_______________


c.
__________
The firing chart was constructed by the sergeant.
_______________


d.
__________
He finished the paper at midnight.
_______________


e.
__________
The ammo is being distributed by the platoon leader.
_______________

ENABLING LEARNING OBJECTIVE 4

Change passive sentences to active sentences.


Now that you can recognize a passive sentence, you must know how to change it to an active sentence.  There are three methods to do this.

METHOD #1:  PUT THE DOER UP FRONT


The most common method is to put the “doer” up front.  Look at this passive sentence:



PASSIVE:
The test is being taken by the student.


The doer (the student) is at the end of the sentence.  To change this to an active sentence, rearrange it so the doer is up front.



ACTIVE:
The student is taking the test.


You have written a sentence that is active, shorter, and easier to understand.


Look for the preposition “by” as a clue to the doer.  If the doer isn’t stated, try to figure out who it is.



PASSIVE:
Two pencils must be brought to the test.  (by you)



ACTIVE:
You must bring two pencils to the test.

METHOD #2:  DROP PART OF THE VERB


A second and less common method of changing a passive sentence to an active sentence is to drop part of the verb.  In certain situations this can be a very effective technique.  Look at this example:



PASSIVE:
A knife was located on his desk.


You can change this to an active sentence by dropping the verb “located.”



ACTIVE:
A knife was on his desk.


Not all passive sentences lend themselves to this method, but when they do, use it.

METHOD #3:  CHANGE THE VERB


The final technique of changing a passive sentence to an active sentence is to change the verb.  Look at this sentence.



PASSIVE:
Your dental records have been received.


By completely changing the verb, you can make this an active sentence.



ACTIVE:
Your dental records have arrived.


This method, along with the other two methods, are quick, easy ways to change your passive writing to active writing.

EXERCISE 4  (Answers are on page B-13)

Make the passive sentences active by putting the “doer” up front.

1.
The bank was robbed by the bandits.

2.
The foxhole will be dug by the soldiers.

3.
Guard rosters are completed by the first sergeant.

4.
Your desk must be reorganized.

5.
The field exercises are being evaluated by the C Battery officers.

Change these passive sentences to active ones by dropping part of the verb.

1.
The headquarters is located in the valley.

2.
The radar is situated on the mountain.

3.
The howitzer was placed on the left flank.

4.
These pistols should be kept in the arms room.

Make these passive sentences active by changing the verb.

1.
You are prohibited from going to the meeting.

2.
All reports must be received by 30 March.

3.
The lieutenant will be required to run the rifle range.

ENABLING LEARNING OBJECTIVE 5

State when the passive voice is effective.


There are three situations when the passive voice is effective.

· When the doer is unknown or unimportant.



PASSIVE:
The fire was started about midnight.  (You don’t know by whom).

· When the receiver is more important than the doer.



PASSIVE:
I was commissioned in 1987.  (My receiving a commission is more





important than someone giving it.)

· When the passive sentence is short, conversational, and complete as is.



PASSIVE:
The tent was destroyed by fire.  (This is short and to the point.  It also





identifies the doer.)

EXERCISE 5  (Answers are on page B-13)

1.
List the three times when the passive voice is effective.

2.
State whether the following passive sentences are strong (effective) or weak (not effective).


a.
__________
I am impressed by your progress in this program.


b.
__________
Requests must be signed before issuance is accomplished.


c.
__________
He was elected governor of Oklahoma in 1981.


d.
__________
Battles are lost when leaders are ineffective.


e.
__________
The Rotating Amber Warning Light (RAWL) will be activated when





leaving the front gate of the caserne.


f.
__________
Request is made that this unit be exempted from support commitments.

ENABLING LEARNING OBJECTIVE 6

State why active writing is important in the military.

As noted before, active writing is preferable to passive writing for three reasons:

· It is more direct, more forceful, and easier to understand.

· It makes your writing sound more like the way you speak.

· It is shorter.


There are two more reasons why the Army prefers active writing:

· First, when writing reports, we need to stress who did what, so the active voice is better.  Imagine reading these reports:



WEAK:
The M16 rifles were stolen from the bivouac site.





The Readiness Report was submitted late.


What else do you want to know?  That’s right—who did it!  So writing in the active voice and including the doer up front is stronger.



STRONG:
A 5’11” middle-aged man with brown hair stole the M16s.





CPT Joe Jones submitted the Readiness Report late.

· Second, when writing orders, we should emphasize who must do what.  So the active voice is preferable here, too.



WEAK:
Hill 424 must be attacked at 0430.  (No doer mentioned.)



STRONG:
Company A attacks Hill 424 at 0430.



WEAK:
The motor pool must be policed by 1800.  (No doer.)



STRONG:
SSG Doe’s section must police the motor pool by 1800.


In sum, active writing is the voice of authority.  It is clear, concise, and to the point.  There’s no evasion, no hiding of responsibility.

EXERCISE 6  (Answers are on page B-13)

1.
State two reasons why active writing is important in the Army.

2.
Indicate whether these sentences are weak or strong as reports or orders.


a.
__________
The arms rooms locks must be checked hourly.


b.
__________
Issuance was accomplished by utilizing the DA Form 3161.


c.
__________
Captain Jones completed his inspection of C Battery on 1 Aug.


d.
__________
Request is made that this unit be exempted from the FTX.

POST TEST

Circle all passive verbs in this highly passive Electronic Message.  Then rewrite them to the active.  A solution is on pages B-14 to B-16.

------------------------------------------------------------------------------

JOINT MESSAGE FORM                  UNCLASSIFIED

02 OF 03   261100Z  AUG  86  PP  RR    UUUU                  987654321

------------------------------------------------------------------------------

UNCLAS

QQQQ

SUBJECT:  1986 FIRE SUPPORT CONFERENCE (SUSPENSE:  15 SEP)

1.  ADDRESSEES ARE INVITED TO SEND ONE REPRESENTATIVE TO ATTEND THE 1986 FIRE SUPPORT CONFERENCE AT FORT SILL OK, 18-20 NOV 86.

2.  THE CONFERENCE WILL ADDRESS FIRE SUPPORT SYNCHRONIZATION; PROVIDE THE LATEST COMBINED ARMS DOCTRINE; IDENTIFY CHANGES TAKING PLACE IN TACTICS AND TECHNIQUES; AND PROVIDE A FORUM FOR THE EXCHANGE OF IDEAS AND EXPERIENCES.

3.  SINCE CONFERENCE SEATING IS LIMITED, ADDRESSEES MAY SEND ONLY ONE REPRESENTATIVE.  HOWEVER DIVISION G3’S OR ONE MANEUVER BRIGADE S3 ARE INVITED TO ACCOMPANY DIVISION ARTILLERY REPRESENTATIVES.  THE CONFERENCE IS TAILORED FOR FSO’S, S3’S, DIVISION AND CORPS FSE’S, AND REPRESENTATIVES FROM HQDA, TRADOC SERVICE SCHOOLS AND READINESS REGIONS.

4.  ADDRESSEES ARE ENCOURAGED TO PROVIDE USAFAS WITH SPECIFIC ISSUES AND PROBLEMS THAT THEY WOULD LIKE TO BE ADDRESSED DURING THE CONFERENCE AND TOPICS ADDRESSEES WISH TO PRESENT, WITH ESTIMATED TIME NEEDED FOR PRESENTATION.  INPUT SHOULD BE PROVIDED TO COMDT, USAFAS, ATSF-DMO, FORT SILL, OK  73504-5600, OR PHONE AUTOVON 639-6605/3611, MAJ KNIELSON OR CPT COST.

5.  THE OVERALL CLASSIFICATION OF THE FIRE SUPPORT CONFERENCE WILL BE UP TO AND INCLUDING SECRET.  THE CONFERENCE AGENDA WILL BE PROVIDED BY SEPARATE MESSAGE.

                               UNCLASSIFIED

------------------------------------------------------------------------------

------------------------------------------------------------------------------

03 OF 03                           RR     UUUU                   987654321

------------------------------------------------------------------------------

6.  ATTENDEES ARE ADVISED THAT GOVERNMENT MESS AND QUARTERS ARE LIMITED FOR THIS CONFERENCE.  STATEMENTS OF NONAVAILABILITY WILL BE ISSUED AS REQUIRED.  GOVERNMENT TRANSPORTATION OF CONFERENCE RELATED ACTIVITIES WILL BE PROVIDED BETWEEN THE CONFERENCE SITE AND BILLET AREAS.  TDY COSTS MUST BE BORNE BY THE ATTENDEES.  A REGISTRATION FEE OF APPROXIMATELY $30.00 WILL BE LEVIED TO DEFRAY THE COSTS FOR CONFERENCE BREAKS, SOCIAL ACTIVITIES AND A DINNER.  ATTIRE FOR THE CONFERENCE IS ARMY BDU OR USMC EQUIVALENT, COAT AND TIE, OR ARMY GREEN FOR THE DINNER.

7.  ADDRESSEES SHOULD PROVIDE ATTENDEE’S NAME, RANK, SSN, UNIT, SECURITY CLEARANCE VERIFICATION AND ARRIVAL/DEPARTURE INFORMATION TO COMDT, USAFAS, ATTN:  ATSF-DMO (MAJ KNIELSON OR CPT COST) FORT SILL OK  735504-5600, AUTOVON 639-6605/3611.  REQUEST INPUT BE PROVIDED AS SOON AS POSSIBLE AND NLT 15 SEP.

                               UNCLASSIFIED

------------------------------------------------------------------------------


PASSIVE    =    A FORM OF “TO BE”    +    A PAST PARTICIPLE


am
is
are
A verb that ends in


was
were
 
-ed
-d
-en


be
been
being
-n
-t


Reminder:
“Will,” “has,” “have,” “had,”
A verb ending in “-ing” is




are not forms of “to be.”
a present participle.

THREE WAYS TO CHANGE PASSIVE TO ACTIVE

1.
Put the doer up front.
PASSIVE:
The report was submitted by SGT Po.





ACTIVE:
SGT Po submitted the report.

2.
Drop part of the verb.
PASSIVE:
The meeting was held at Fort Sill.





ACTIVE:
The meeting was at Fort Sill.

3.
Change the verb.
PASSIVE:
He will be required to attend.





ACTIVE:
He must attend.

ANSWERS FOR THE EXERCISES

EXERCISE 1  (Page B-2)

1.
active

2.
direct, forceful, and easy to understand.


conversational


shorter

3.
doer—verb—receiver

4.
receiver—verb—doer

5.

Doer
Verb
Receiver

a.
private
was driven
jeep


b.
sergeant
fired
rifle


c.
He
is writing
paper


d.
crew
will be serviced
howitzer

EXERCISE 2  (Page B-4)

1.
am    is    are    was    were    be    been    being

2.
“Has,” “have,” “had,” “will,” “must,” and “shall” are NOT forms of “to be.”

3.
-ed    -d    -en    -n    -t

4.
-ing

5.
A form of the verb “to be” and a past participle

6.
a.
be shown


b.
is being written


c.
were dispatched


d.
was made


e.
are kept

7.
a.
A


b.
A


c.
P
were found


d.
P
is being made


e.
A


f.
A


g.
P
are located


h.
A


i.
P
is required


j.
A

EXERCISE 3  (Page B-5)

1.
False

2.
past, present, or future tense

3.
a.
Active
Past


b.
Passive
Future


c.
Passive
Past


d.
Active
Past


e.
Passive
Present

EXERCISE 4  (Page B-7)

Put the doer up front.
1.
The bandits robbed the bank.

2.
The soldiers will dig the foxhole.

3.
The first sergeant completed the guard rosters.

4.
You must reorganize your desk.  OR  Reorganize your desk.

5.
The C Battery officers are evaluating the field exercises.

Drop part of the verb.
1.
The headquarters is in the valley.

2.
The radar is on the mountain.

3.
The howitzer was on the left flank.

4.
These pistols should be in the arms room.

Change the verb.
1.
You may not go to the meeting.

2.
All reports must arrive by 30 March.

3.
The lieutenant will have to run the rifle range.

EXERCISE 5  (Page B-8)

1.
When the doer is unknown or unimportant.


When the receiver is more important than the doer.


When the passive sentence is short, conversational, and complete as is.

2.
a.
Strong
(Short, conversational, and complete as it is)


b.
Weak
(Awkward, stiff wording that’s not conversational)


c.
Strong
(Doer is unimportant)


d.
Strong
(Short, conversational, and complete as it is)


e.
Weak
(Indirect, wordy order that hides responsibility)


f.
Weak
(Stiff, wordy request that’s not direct or forceful

EXERCISE 6  (Page B-9)

1.
First, when writing reports, we need to stress who did what, so the active voice is better.


Second, when writing orders, we should emphasize who must do what.  So the active voice is preferable here, too.

2.
a.
Weak
(Hides responsibility.  Who must check the safe?)


b.
Weak
(Stiff, indirect, not conversational, hides responsibility.  Who used DA Form




3161?)


c.
Strong


d.
Weak
(Stiff, indirect, not conversational, hides responsibility.  Who is requesting




that they be exempt?

SOLUTION TO THE POST TEST  (Page B-10 to B-11)


1.  ADDRESSEES ARE INVITED TO SEND ONE REPRESENTATIVE TO ATTEND THE 1986 FIRE SUPPORT CONFERENCE AT FORT SILL OK, 18-20 NOV 86.

2.  THE CONFERENCE WILL ADDRESS FIRE SUPPORT SYNCHRONIZATION; PROVIDE THE LATEST COMBINED ARMS DOCTRINE; IDENTIFY CHANGES TAKING PLACE IN TACTICS AND TECHNIQUES; AND PROVIDE A FORUM FOR THE EXCHANGE OF IDEAS AND EXPERIENCES.

3.  SINCE CONFERENCE SEATING IS LIMITED, ADDRESSEES MAY SEND ONLY ONE REPRESENTATIVE.  HOWEVER DIVISION G3’S OR ONE MANEUVER BRIGADE S3 ARE INVITED TO ACCOMPANY DIVISION ARTILLERY REPRESENTATIVES.  THE CONFERENCE IS TAILORED FOR FSO’S, S3’S, DIVISION AND CORPS FSE’S, AND REPRESENTATIVES FROM HQDA, TRADOC SERVICE SCHOOLS AND READINESS REGIONS.

4.  ADDRESSEES ARE ENCOURAGED TO PROVIDE USAFAS WITH SPECIFIC ISSUES AND PROBLEMS THAT THEY WOULD LIKE TO BE ADDRESSED DURING THE CONFERENCE AND TOPICS ADDRESSEES WISH TO PRESENT, WITH ESTIMATED TIME NEEDED FOR PRESENTATION.  INPUT SHOULD BE PROVIDED TO COMDT, USAFAS, ATSF-DMO, FORT SILL, OK  73504-5600, OR PHONE AUTOVON 639-6605/3611, MAJ KNIELSON OR CPT COST.

5.  THE OVERALL CLASSIFICATION OF THE FIRE SUPPORT CONFERENCE WILL BE UP TO AND INCLUDING SECRET.  THE CONFERENCE AGENDA WILL BE PROVIDED BY SEPARATE MESSAGE.

6.  ATTENDEES ARE ADVISED THAT GOVERNMENT MESS AND QUARTERS ARE LIMITED FOR THIS CONFERENCE.  STATEMENTS OF NONAVAILABILITY WILL BE ISSUED AS REQUIRED.  GOVERNMENT TRANSPORTATION OF CONFERENCE RELATED ACTIVITIES WILL BE PROVIDED BETWEEN THE CONFERENCE SITE AND BILLET AREAS.  TDY COSTS MUST BE BORNE BY THE ATTENDEES.  A REGISTRATION FEE OF APPROXIMATELY $30.00 WILL BE LEVIED TO DEFRAY THE COSTS FOR CONFERENCE BREAKS, SOCIAL ACTIVITIES AND A DINNER.  ATTIRE FOR THE CONFERENCE IS ARMY BDU OR USMC EQUIVALENT, COAT AND TIE, OR ARMY GREEN FOR THE DINNER.

7.  ADDRESSEES SHOULD PROVIDE ATTENDEE’S NAME, RANK, SSN, UNIT, SECURITY CLEARANCE VERIFICATION AND ARRIVAL/DEPARTURE INFORMATION TO COMDT, USAFAS, ATTN:  ATSF-DMO (MAJ KNIELSON OR CPT COST) FORT SILL OK  735504-5600, AUTOVON 639-6605/3611.  REQUEST INPUT BE PROVIDED AS SOON AS POSSIBLE AND NLT 15 SEP.

REWRITTEN COMPLETELY IN THE ACTIVE VOICE

------------------------------------------------------------------------------

JOINT MESSAGE FORM                  UNCLASSIFIED

02 OF 03   261100Z  AUG  86  PP  RR    UUUU                  987654321

------------------------------------------------------------------------------

UNCLAS

QQQQ

SUBJECT:  1986 FIRE SUPPORT CONFERENCE (SUSPENSE:  15 SEP)

1.  PLEASE SEND ONE PERSON TO THE FIRE SUPPORT CONFERENCE AT FORT SILL, 18-20 NOV 87.  YOU MAY SEND ONLY ONE PERSON BECAUSE OF LIMITED SEATING.  BUT YOU MAY ALSO SEND YOUR DIVISION G3 OR ONE MANEUVER BRIGADE S3.

2.  THIS CONFERENCE WILL--

    A.  ADDRESS THE FIRE SUPPORT SYNCHRONIZATION.

    B.  PROVIDE THE LATEST COMBINED ARMS DOCTRINE.

    C.  IDENTIFY CHANGES IN TACTICS AND TECHNIQUES.

    D.  PROVIDE A FORUM FOR THE EXCHANGE OF IDEAS AND EXPERIENCES.

3.  THE OVERALL CLASSIFICATION OF THE CONFERENCE IS SECRET.  WE’LL SEND YOU THE AGENDA LATER.  IF YOU WANT TO HEAR ABOUT OR GIVE A BRIEFING ABOUT A SPECIAL ISSUE OR PROBLEM, PLEASE CONTACT US SOON.

4.  THE UNIFORM IS BDU OR MARINE UTILITIES.  LIMITED MESS AND QUARTERS ARE AVAILABLE.  FORT SILL HOUSING WILL ISSUE STATEMENTS OF NONAVAILABILITY IF NEEDED.  SHUTTLE BUSES WILL RUN BETWEEN THE CONFERENCE AND BOQ.  YOU MUST PAY TDY COSTS.

5.  BY 15 SEP, SEND THE NAME, RANK, SSN, UNIT, SECURITY CLEARANCE VERIFICATION, AND ARRIVAL/DEPARTURE TIMES FOR ALL ATTENDEES.

6.  POINTS OF CONTACT ARE MAJ KNIELSON AND CPT COST, CMDT, USAFAS, ATTN: ATSF-DMO, FORT SILL, OK 73504-5600, AUTOVON 639-6605/3611.

                                  UNCLASSIFIED

------------------------------------------------------------------------------
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