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Use Active Voice 
Strategies  
A.   Put your sentence’s 

main character 
towards the front of 
the sentence. 

B.   Use active verbs to 
show what your main 
character is doing. 

C.   Show action directly 
instead of describing 
things. 

D.  Give credit (or 
blame!) where due. 

 
Active and Passive 
Active: We analyzed the 
committee’s findings. 

Passive: The committee’s 
findings were analyzed. 

Active: After the breakout 
session, five participants 
provided examples. 

Passive: Five examples 
were provided by 
participants after the 
breakout session. 

Active: The warehouse 
employees distributed 
eight pallets. 

Passive: Eight pallets 
were distributed by the 
warehouse employees. 

                                       

 

 
Write with Active Voice to Make 
Things Easier on Your Reader 
Workplace writing takes place in the here and now, and 
should be clear, straightforward, and easy to 
comprehend and visualize. Writing with an active voice 
helps your sentences move forward and keeps the 
reader on track, while passive voice risks creating 
confusion and creates a descriptive, inactive, feel. 

Active Voice: When using active voice, the most 
important noun in the sentence is the subject, or the one 
who does something – the protagonist, the “doer,” or 
main character. 

Passive Voice: When using passive voice, the most 
important noun becomes the object of the sentence, or 
the recipient of the action (as opposed to its “doer”). 

We prefer active voice in workplace situations because it 
focuses on the “doer” – whoever is actually taking action 
– and prevents confusing readers who don’t have time to 
spare being confused.  

Passive voice can be confusing because it’s often unclear 
who did what. However, we need to know the “who.” For 
example, “The decision was arrived at after prolonged 
discussion in an afternoon meeting.”  

Well, who decided it? 
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STRATEGIES 
Put Your main character towards 
the front. 
Active voice sentences focus on the doer, or 
the person or subject who is doing the action 
of the sentence. This means the sentence’s 
subject should be the one taking action.  

For example, in “The manager briefed the 
team,” the manager is the subject and the 
verb is active (briefed).  

If we wrote, “The team was briefed by the 
manager,” the doer (manager) now comes 
later, and this sentence is passive. In a 
passive sentence, it’s even possible to leave 
out the doer entirely, as in “The team was 
briefed.” Here, we don’t know who 
performed the action. 
 

Use verbs to show what your 
main character is doing. 
Make sure the verbs you choose show what 
your main characters (people or other 
subjects) are doing, rather than what 
happened to them.  

For example, the sentence “The driver 
delivered three solar panels to the company” 
is active. The doer is the driver and s/he did 
the action (deliver). 

Conversely, the sentence “Three solar panels 
were delivered to the company,” has a 
passive verb (were delivered) and excludes 
the driver. Make sure your doer is the one 
doing the verb’s action. More importantly, 
make sure your doer doesn’t disappear from 
your sentence entirely. 

Avoid describing situations and 
objects in place of action. 
If you find yourself being very descriptive, 
you may be writing in passive voice.  

For example, in “The account was closed by 
the client,” (passive) you are describing the 
account. It’s something that’s been closed. 
However, with “The client closed the 
account,” (active) you aren’t describing 
anybody. Instead, you are stating action. 

You can recognize when you’re writing with 
passive voice because you will be describing 
what happened to an object instead of 
showing direct action. 
 
Give credit (or blame!) where 
credit (or blame!) is due. 
Passive voice is great for avoiding saying who 
did something. However, this isn’t very 
informative. Since passive voice often 
excludes doers, it doesn’t assign either credit 
or blame to actions. 

For example, with “All the cake got eaten,” 
we don’t know who did it. While this might be 
handy for guilty kids, “The kids ate all the 
cake” might be more informative. It’s more 
clear because it uses active voice. 

Give credit or blame to the doer by saying 
who/what they are and what they did. Instead 
of  “The part was installed by the company,” 
say “The company installed the part.” 
 

 


