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using the active voice while writing business messages is a powerful
technique that can dramatically improve the clarity, impact, and
professionalism of your communication. Whether you’re drafting emails,
proposals, reports, or memos, the way you choose to present your sentences
affects how your message is received and understood. Active voice makes your
writing direct and engaging, helping you convey your ideas clearly and
persuasively in a business setting.

Why Choose the Active Voice in Business
Communication?

In business writing, clarity is king. When messages are ambiguous or overly
complicated, they can lead to misunderstandings, wasted time, and even lost
opportunities. Using the active voice helps eliminate confusion by clearly
identifying who is responsible for an action. This straightforward style not
only improves readability but also establishes accountability and urgency.

Understanding Active vs. Passive Voice

Before diving into the benefits, it’s useful to differentiate between active
and passive voice:

- **Active voice**: The subject performs the action.
Example: “The manager approved the budget.”

- **Passive voice**: The subject receives the action.
Example: “The budget was approved by the manager.”

In active voice sentences, readers immediately know who is doing what, which
is vital in fast-paced business environments where every second counts.

The Impact of Using the Active Voice While
Writing Business Messages

Using the active voice in your business communications enhances several key
aspects:

Improved Clarity and Brevity

Active voice sentences tend to be shorter and more straightforward, reducing
the risk of ambiguity. For instance, compare these two sentences:



- Passive: “The report will be submitted by the marketing team tomorrow.”
- Active: “The marketing team will submit the report tomorrow.”

The active voice sentence removes unnecessary words, making the message
easier to process.

Stronger Tone and Authority

Business writing often requires a tone that conveys confidence and
decisiveness. Active voice contributes to this by making statements sound
assertive rather than passive or indirect. Saying “We will complete the
project on time” feels more reliable than “The project will be completed on
time.”

Enhanced Reader Engagement

Busy professionals skim emails and documents quickly. Sentences in active
voice grab attention because they are dynamic and lively. This engagement can
be crucial when you want to motivate action or highlight important points.

Practical Tips for Using the Active Voice While
Writing Business Messages

Transitioning to active voice doesn’t have to be challenging. Here are some
actionable strategies to help you naturally incorporate it into your writing:

Identify the Subject and the Action

When drafting a sentence, first pinpoint who is responsible for the action
and what that action is. This mental exercise often reveals passive
constructions. For example:

Passive: “The deadline was missed by the team.”
Active: “The team missed the deadline.”

Use Strong, Specific Verbs

Active voice shines when combined with precise verbs that convey clear
actions. Instead of vague phrases like “was in charge of,” opt for “managed”
or “led.” This choice makes your business messages more compelling.

Revise Sentences That Start with “It Is” or “There
Are”

Sentences beginning with “it is” or “there are” often signal passive



constructions. Rework such sentences to bring the subject forward. For
example:

Passive: “There are several issues that need addressing.”
Active: “We need to address several issues.”

Practice with Your Everyday Business Writing

Incorporate active voice gradually by revising emails, status updates, and
reports. Over time, it will become second nature, making your communication
more effective.

Common Mistakes to Avoid When Using the Active
Voice in Business Writing

While active voice is generally preferable, it’s important to balance clarity
with professionalism and tone.

Avoid Over-Simplification

Sometimes, active voice can make statements sound too blunt or informal,
which might not suit highly formal documents. For example, “You made a
mistake” may be better phrased as “An error occurred” depending on context.

Don’t Force Active Voice at the Expense of Flow

If a sentence sounds awkward or forced when converted to active voice,
reconsider the structure. The goal is clear communication, not rigid
adherence to a rule.

Recognize When Passive Voice Is Appropriate

In some cases, passive voice is necessary, such as when the doer is unknown
or irrelevant. For example, “The data was lost during the transfer” focuses
on the event, not the person responsible.

Examples of Using the Active Voice While
Writing Business Messages

Seeing active voice in action can clarify its benefits:

- Instead of: “A decision was made by the board to increase funding.”
Use: “The board decided to increase funding.”

- Instead of: “The presentation will be delivered by Sarah.”



Use: “Sarah will deliver the presentation.”

- Instead of: “Mistakes were found in the report.”
Use: “The auditor found mistakes in the report.”

These revisions make messages concise, authoritative, and easier to
understand.

How Active Voice Enhances Professional
Relationships

Beyond just clarity, active voice contributes to building trust and
credibility. When you communicate actions clearly, you demonstrate
transparency and responsibility. This is especially important in
collaborative environments where teamwork and accountability are critical.

By consistently using active voice, you also foster a culture of direct
communication. Colleagues and clients appreciate straightforward messages
that respect their time and intelligence, which can lead to stronger
partnerships and smoother project execution.

Boosting Persuasiveness in Business Proposals

When drafting proposals or pitches, active voice helps emphasize your
company’s capabilities and commitments. For example, “We will deliver the
project within six weeks” sounds more confident and actionable than “The
project will be delivered within six weeks.”

This subtle difference can influence decision-makers by projecting certainty
and professionalism.

Tools and Resources to Help You Master Active
Voice

If you’re unsure about your writing, many digital tools can assist you in
identifying passive voice and suggesting active alternatives. Grammarly,
Hemingway Editor, and ProWritingAid are popular options that highlight
passive constructions and recommend improvements.

Regularly using these tools alongside manual proofreading can sharpen your
business writing skills and ensure your messages consistently use the active
voice where appropriate.

---

Incorporating active voice while writing business messages transforms your
communication from dull and indirect to vibrant and effective. It enables you
to express ideas with clarity, engage your audience, and build professional
credibility. As you practice this approach, you’ll notice your messages
become more persuasive, succinct, and easier to understand—qualities that are
invaluable in the fast-paced world of business.



Frequently Asked Questions

Why is using the active voice important in business
writing?

Using the active voice in business writing makes messages clearer, more
direct, and easier to understand, which helps to convey information
efficiently and professionally.

How does active voice improve the tone of business
messages?

Active voice creates a confident and assertive tone, making business messages
sound more engaging and persuasive compared to the passive voice, which can
seem vague or impersonal.

Can active voice help in reducing misunderstandings
in business communication?

Yes, active voice clearly identifies the subject performing the action, which
minimizes ambiguity and helps prevent misunderstandings in business
communication.

What are some tips for converting passive sentences
into active voice in business writing?

To convert passive sentences to active voice, identify the subject performing
the action, place it at the beginning of the sentence, and use an active verb
to describe the action directly.

Are there any situations where passive voice is
preferable over active voice in business messages?

While active voice is generally preferred, passive voice can be useful when
the doer is unknown, unimportant, or when emphasizing the action or result
rather than the actor in a business message.

Additional Resources
Using the Active Voice While Writing Business Messages: Enhancing Clarity and
Impact

Using the active voice while writing business messages is a fundamental
technique that significantly improves communication effectiveness in
professional environments. Despite its seemingly simple nature, the choice
between active and passive voice can influence how a message is perceived,
understood, and acted upon. In the fast-paced world of business, where
clarity and precision are paramount, mastering the active voice can be a
strategic advantage for professionals aiming to foster engagement, reduce
misunderstandings, and drive results.



The Significance of Active Voice in Business
Communication

Business communication aims to convey information clearly and efficiently.
Whether drafting emails, reports, proposals, or memos, the goal is to ensure
that the recipient understands the intent without ambiguity. Active voice,
which structures sentences so that the subject performs the action (e.g.,
"The manager approved the budget"), tends to be more direct and vigorous
compared to passive constructions (e.g., "The budget was approved by the
manager").

Research indicates that active voice sentences are easier to read and
comprehend. According to the American Psychological Association, readers
process active voice sentences faster, which is crucial in business contexts
where time is limited. Furthermore, active voice creates a sense of
accountability and ownership, qualities highly valued in corporate settings.
By explicitly stating who is responsible for an action, messages become
transparent and actionable.

Comparing Active and Passive Voice in Business
Messages

While passive voice has its place, especially when the actor is unknown or
unimportant, overuse can lead to vagueness and reduced impact. Consider the
following examples:

Active: "The sales team completed the quarterly report."

Passive: "The quarterly report was completed."

The active version not only identifies the responsible party but also
energizes the statement. In contrast, the passive version can leave the
reader questioning who took action, potentially leading to confusion or
misinterpretation.

How Using the Active Voice Enhances Business
Writing

Employing active voice while writing business messages improves several key
aspects of communication:

1. Clarity and Precision

Active voice sentences are straightforward, reducing the risk of ambiguity.
When the subject is clear, readers can quickly grasp who is doing what, which
is vital in instructions, requests, or status updates.



2. Engagement and Tone

Active constructions tend to be more engaging and dynamic. They impart a
confident and decisive tone, fostering trust and professionalism. Passive
sentences, conversely, may come across as evasive or indirect, which can
undermine the message’s effectiveness.

3. Conciseness

Active voice typically requires fewer words. Concise messages respect the
recipient’s time and increase the likelihood of the message being read in
full. For example:

Active: "Our team will launch the product next month."

Passive: "The product will be launched by our team next month."

The active sentence is more succinct without losing any essential
information.

4. Accountability and Responsibility

In business, it is crucial to communicate responsibility clearly. Active
voice explicitly names the agent, which helps establish accountability. This
is particularly important in performance reviews, project updates, and
compliance communications.

Practical Tips for Using Active Voice in
Business Messages

Mastering the active voice requires not just understanding its structure but
also consciously applying it during writing and editing. Here are practical
strategies to incorporate active voice more consistently:

Identify the Subject: Start sentences by identifying who or what is1.
performing the action.

Use Strong Verbs: Choose precise, action-oriented verbs to convey the2.
message effectively.

Avoid Unnecessary Passive Constructions: Reframe sentences that begin3.
with “It is” or “There are” to more direct forms.

Revise for Clarity: During editing, highlight passive sentences and4.
rewrite them in active voice where appropriate.



Examples in Different Business Contexts

Emails: Instead of "The report was sent by John," write "John sent the
report."

Proposals: Replace "The budget was approved by the committee" with "The
committee approved the budget."

Meeting Minutes: Use "The team decided to postpone the launch" rather
than "It was decided to postpone the launch."

Potential Drawbacks and When to Use Passive
Voice

Although active voice is generally preferable, passive voice has strategic
uses in business writing. For instance, when the actor is unknown or
irrelevant, passive voice can shift focus onto the action or outcome.
Examples include:

"The data was analyzed thoroughly." (The emphasis is on the analysis,
not who performed it.)

"Mistakes were made." (A diplomatic way to acknowledge errors without
assigning blame.)

However, overreliance on passive constructions can dilute messages and weaken
communication impact. Therefore, striking a balance is essential.

Integrating Active Voice While Preserving Formality

Some business messages require a formal tone that might seem at odds with the
directness of active voice. Fortunately, it is possible to maintain
professionalism while using active constructions. For example:

Formal passive: "The contract was reviewed by legal counsel."

Formal active: "Legal counsel reviewed the contract."

Both sentences are formal, but the active voice version is clearer and more
concise.



Impact on Readability and SEO in Digital
Business Communication

In the digital age, many business communications occur online, where
readability and search engine optimization (SEO) are important. Using the
active voice while writing business messages not only enhances human
readability but also aligns with SEO best practices. Search engines favor
clear, direct language that matches user queries and intent.

Active voice contributes to straightforward sentence structures, improving
readability scores—a key factor in SEO algorithms. Additionally, active voice
can help include relevant keywords naturally, making business content more
discoverable.

Best Practices for SEO-Friendly Business Writing

Use active voice to keep sentences clear and keyword-rich.

Incorporate relevant LSI (Latent Semantic Indexing) keywords within
active voice sentences to improve search relevance.

Maintain a professional tone to build credibility with both readers and
search engines.

By embedding active voice within SEO-conscious business writing, companies
can enhance their online presence and communication effectiveness
simultaneously.

The strategic use of active voice while writing business messages ultimately
empowers professionals to communicate with greater precision, accountability,
and impact. This clarity not only improves internal collaboration and
decision-making but also strengthens external relationships with clients and
partners. As business environments grow increasingly complex, the simplicity
and directness offered by active voice remain indispensable tools in
effective communication.
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