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[bookmark: _Hlk39082139]Module 3 | Business Writing Skills
To Complete: Passive and active voices
Consider your own work. Can you find instances / examples of the passive and active voices? 
Choose a couple of sentences and let’s adjust them according to this table:
	Tense:
	Active Voice:
	Passive Voice:

	Present Simple
	
	

	Past Simple
	
	

	Future Simple
	
	

	Present Continuous
	
	

	Past Continuous
	
	

	Present Perfect
	
	

	Past Perfect
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



*Remember to add any of these new rules and your tricks for understanding them to your personalised table before you and your facilitator end the session. 


[image: ]
Michelle Macdonald 2020    www.confidentcommunicator.co.za


2

	

[image: ]
Michelle Macdonald 2020    www.confidentcommunicator.co.za


image1.jpg
>y CONFIDENT

communicator




