
using the active voice while writing business
messages

using the active voice while writing business messages is a crucial skill for effective
communication in the professional environment. Employing the active voice enhances clarity,
promotes directness, and ensures that messages are concise and compelling. In business
correspondence, whether emails, reports, proposals, or memos, active voice helps convey
responsibility and accountability clearly, eliminating ambiguity about who is performing an action.
This article explores the importance of using the active voice while writing business messages,
practical tips for identifying and converting passive constructions, and the benefits it brings to
business communication. Additionally, it will address common challenges and provide examples that
demonstrate the impact of active voice on message effectiveness. The following sections outline the
key areas covered to improve business writing through active voice usage.

The Importance of Using the Active Voice in Business Communication

Identifying Active and Passive Voice in Business Messages

Techniques for Converting Passive Voice to Active Voice

Benefits of Using the Active Voice in Professional Writing

Common Challenges and How to Overcome Them

The Importance of Using the Active Voice in Business
Communication
Using the active voice while writing business messages significantly improves the clarity and
efficiency of communication. Business environments demand precise and straightforward language
to ensure that instructions, updates, and decisions are understood correctly. Active voice places the
subject performing the action at the forefront of the sentence, which helps to streamline the
message. This clarity reduces misunderstandings and fosters prompt responses, which are essential
for maintaining productivity and professionalism. Moreover, active voice sentences often require
fewer words, making communications concise without sacrificing essential information.

Clarity and Directness
Active voice sentences clearly identify who is responsible for an action, which is vital in business
settings where accountability is key. For example, “The manager approved the budget” is more
direct than “The budget was approved.” This directness eliminates confusion and promotes
transparency in business dealings.



Enhanced Reader Engagement
Business messages written in the active voice tend to be more engaging and easier to read. Active
constructions create a sense of immediacy and action, encouraging recipients to respond or act
swiftly. This is particularly important in emails and calls to action, where prompt engagement is
often required.

Identifying Active and Passive Voice in Business
Messages
Recognizing the difference between active and passive voice is the first step in improving business
writing. Active voice sentences follow a straightforward structure: the subject performs the action
on the object. In contrast, passive voice sentences make the object the subject of the sentence, often
omitting the doer or placing it later in the sentence. Understanding these structures allows business
professionals to audit their writing for passive constructions that may weaken their messages.

Characteristics of Active Voice
Active voice sentences typically follow a “Subject + Verb + Object” format. For example, “The team
completed the project.” The subject “the team” performs the verb “completed” on the object “the
project.” This structure is direct and easy to follow.

Characteristics of Passive Voice
Passive voice sentences often use a form of the verb “to be” plus the past participle of the main verb.
For instance, “The project was completed by the team.” The focus shifts to “the project,” and the
doer “the team” may be omitted entirely, which can obscure responsibility.

Techniques for Converting Passive Voice to Active
Voice
Converting passive voice to active voice in business messages involves reordering the sentence to
highlight the subject performing the action. This process enhances sentence clarity and
accountability. Various strategies can be employed to identify passive constructions and rewrite
them effectively.

Step-by-Step Conversion Process

Identify the passive verb phrase, usually containing a form of “to be” + past participle.

Determine the performer of the action, if mentioned.



Rearrange the sentence to place the performer as the subject before the verb.

Adjust verb conjugation and sentence structure for grammatical correctness.

Examples of Passive to Active Conversion
Passive: “The report was submitted by the marketing team.”

Active: “The marketing team submitted the report.”

Passive: “A decision will be made by the board tomorrow.”

Active: “The board will make a decision tomorrow.”

Benefits of Using the Active Voice in Professional
Writing
Incorporating active voice consistently in business messages offers multiple advantages that
enhance communication effectiveness. These benefits contribute to more productive interactions,
clearer documentation, and improved professional relationships.

Improved Readability and Comprehension
Active voice reduces sentence complexity, making business messages easier to read and understand.
This is particularly valuable in environments where quick comprehension is critical, such as in
instructions, policies, and client communications.

Greater Accountability and Responsibility
Active voice clearly identifies the responsible parties for actions, which is essential in business
contexts where tracking performance and outcomes is necessary. It fosters a culture of
accountability by explicitly stating who is doing what.

Enhanced Persuasiveness and Impact
Business messages written in active voice tend to be more persuasive and impactful. The directness
of active construction helps motivate recipients to take action, agree with proposals, or comply with
requests.



Common Challenges and How to Overcome Them
While using the active voice is advantageous, certain challenges may arise when transitioning from
passive constructions, especially in complex or formal business writing. Understanding these
obstacles and strategies to address them ensures effective communication.

Overuse of Passive Voice in Formal Contexts
Some business documents traditionally use passive voice to maintain objectivity or formality, such as
in technical reports or legal documents. To overcome this, writers should balance formality with
clarity, selectively applying active voice where it enhances understanding without compromising
tone.

Difficulty Identifying Passive Constructions
Passive voice can sometimes be subtle and hard to detect, particularly in lengthy or complex
sentences. Utilizing grammar-checking tools and practicing sentence analysis can improve detection
and facilitate conversion to active voice.

Maintaining Sentence Variety
Constant use of active voice may lead to monotonous sentence structures. To maintain reader
interest, vary sentence length and structure while prioritizing clarity and directness. Strategic use of
passive voice is acceptable when emphasizing the action or object rather than the actor.

Frequently Asked Questions

What is the active voice in business writing?
The active voice in business writing is a sentence structure where the subject performs the action
expressed by the verb, making the message clear and direct.

Why is using the active voice important in business messages?
Using the active voice is important because it makes business messages clearer, more concise, and
easier to understand, which helps in effective communication.

How does the active voice improve clarity in business
communication?
Active voice improves clarity by clearly indicating who is responsible for an action, reducing
ambiguity and making the message straightforward.



Can using the passive voice ever be appropriate in business
messages?
Yes, passive voice can be appropriate when the focus is on the action or result rather than who
performed it, or to maintain formality and objectivity.

What are some examples of sentences in active voice versus
passive voice in business writing?
Active voice: "The manager approved the budget." Passive voice: "The budget was approved by the
manager." Active voice is generally preferred for its directness.

How can I identify if a sentence is in the active voice?
A sentence is in the active voice when the subject of the sentence performs the action of the verb,
usually following a subject-verb-object order.

What are the benefits of using active voice in email
communication?
Active voice in emails promotes clarity, reduces misunderstandings, and encourages prompt
responses by making requests and information direct and actionable.

Does using active voice affect the tone of business messages?
Yes, active voice tends to create a more confident, assertive, and engaging tone, which is often
desirable in business communication.

How can I convert passive voice sentences into active voice in
my business writing?
To convert passive to active voice, identify the doer of the action and rewrite the sentence so that
the subject performs the verb directly.

Are there any tools or techniques to help writers use active
voice more consistently?
Yes, tools like Grammarly and Hemingway Editor can highlight passive voice usage and suggest
active voice alternatives to improve business writing.

Additional Resources
1. Active Voice Advantage: Crafting Clear Business Messages
This book emphasizes the power of the active voice in making business communication more direct
and engaging. It offers practical tips and exercises to help writers eliminate passive constructions
and enhance clarity. Readers will learn how active voice strengthens messages and drives better



business outcomes.

2. Write with Impact: Mastering Active Voice in Business Writing
Focusing on the importance of brevity and precision, this guide teaches professionals how to use the
active voice to create compelling business documents. It covers emails, reports, proposals, and
presentations, showing how active sentences can boost reader understanding and action. The book
includes before-and-after examples to demonstrate the transformative effect of active voice.

3. Clear and Concise: Active Voice Strategies for Business Communication
This book presents straightforward techniques to replace passive voice with active constructions,
enhancing the clarity of business messages. It addresses common pitfalls and provides checklists to
ensure writing is simple yet effective. Ideal for managers and employees alike, the book promotes
more persuasive and reader-friendly communication.

4. The Active Voice Toolkit: Writing Persuasive Business Messages
Designed as a practical workbook, this resource guides users through exercises that reinforce active
voice usage in various business contexts. It covers memos, marketing materials, and internal
communications. Readers will gain confidence in crafting messages that are both assertive and
professional.

5. Business Writing Made Active: Engaging Readers with Strong Sentences
This book explores the psychological impact of active voice on readers, explaining why it encourages
engagement and trust. It offers actionable advice for transforming passive sentences and improving
overall writing style. The text is filled with real-world examples from business communications to
illustrate key points.

6. From Passive to Powerful: Active Voice in Corporate Writing
Targeted at corporate professionals, this book highlights the drawbacks of passive voice and the
benefits of active constructions. It provides step-by-step methods to revise existing documents for
greater impact. Readers will learn how active voice can make their writing more dynamic and
results-oriented.

7. Active Voice Essentials for Business Professionals
This concise guide focuses on the essential rules and benefits of active voice in business writing. It
includes quick-reference charts and tips for avoiding common mistakes. Perfect for busy
professionals, the book aims to improve communication efficiency and effectiveness.

8. Engage and Influence: Using Active Voice in Business Messages
This title explores how active voice contributes to persuasive and influential business writing. It
offers strategies to engage stakeholders, clients, and colleagues through clear and assertive
language. The book also addresses tone and style considerations when choosing active
constructions.

9. Power Writing: Leveraging Active Voice for Business Success
This comprehensive resource combines theory and practice to teach business writers how to harness
the power of active voice. It includes case studies, writing exercises, and editing checklists. Readers
will discover how active voice can improve readability, professionalism, and overall communication
effectiveness.
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