Passive and Active Voice
Active Voice: the subject performs the action. 
	Ex: My horses trampled my neighbor’s front lawn (Subject, action)
Passive Voice: the subject receives the action.
	Ex: My neighbor’s front lawn was trampled (Subject, action)
	      My neighbor’s front lawn was trampled by my horses

Passive vs. Active Voice: the problem with using passive voice is that it can make it unclear who performed the action, and is also less direct and drains the energy from your writing.
Ex: Bribes were taken and crimes ignored.
VS.
The New York City Police took bribes and ignored crimes.

You should use passive voice when: 
· You want to emphasize the person or thing receiving the action – I was struck right in the face by a snowball.
· You do not know who performed the action – My purse was stolen.
· You would like to avoid confrontation or be indirect – These mistakes will need to be corrected.

How do you change a sentence that uses passive voice to one with active voice?
1. Identify who/what is performing the action (“by” or “through”)
2. If there is no one performing te action, supply the actor yourself (add them in; ask yourself ‘who done it’)
3. Make the actor (whether already there or someone you added in) the subject of the sentence by placing them at the beginning of the phrase.
Example: An investigation will be undertaken.
1. By who? doesn’t say.
2. So supply an actor: An investigation will be undertaken by local police.
3. Make your new actor the subject: The local police will undertake the investigation.



Pronoun Use
What is a pronoun? A pronoun is a word that stands in for another noun or pronoun. 
The noun or pronoun that a particular pronoun refers back to is called its antecedent. 
Ex: Susan (antecedent) went to the store to buy some milk but she (pronoun) had forgotten her wallet.
The antecedent of any pronoun MUST BE (1) clear and (2) agree in number with the pronoun representing it. 
1. The noun the pronoun refers back to is clear (unclear pronoun use) 
a. You should never use ambiguous references where the pronoun may be referring to two different antecedents. In this case, you can’t really tell which is the noun the pronoun refers to.
b. If you use “this” and “it” too broadly, then it is not clear exactly what the antecedent is when you refer back to broad ideas or multiple nouns (Ex: Unfortunately, many young people don’t vote because they feel alienated from the system. This is a terrible problem / Unfortunately many young people don’t vote because they feel alienated from the system. This indifference is a terrible problem.)
c. You should avoid using ‘they’, ‘it’ and ‘you’ indefinitely (in other words, don’t use them without an corresponding antecedent) (Ex: “It states that one in ten…” RATHER TRY “Lorna Raske, a noted anthropologist, states that one in ten…”).
2. The pronoun and its antecedent must agree as being either both singular or both plural (pronoun-antecedent agreement). Don’t begin a paragraph with a singular noun then use a plural pronoun and then go back to the singular pronoun (Ex: reader; they; reader). There are three antecedents that are harder to put into agreement with pronouns:
a. Indefinite Pronouns: most indefinite pronouns are singular, so corresponding pronouns should be singular as well. Some singular indefinite pronouns include: anybody, anyone, anything, each, either, everybody, everyone, everything, nobody, somebody. Example: When someone travels outside Canada for the first time, they need to apply for a passport / When someone travels outside Canada for the first time, he/she needs to apply for a passport.
b. Collective Nouns: collective nouns are singular if they are referring to some group that acts collectively, and plural if they are a group that acts individually.
c. Compound Nouns Joined by “OR” or “NOR”: in the case of multiple potential antecedents, your pronoun should agree with the one it is closest to. Example: Neither the teacher nor the students could find their textbooks.




Subject Verb Agreement
A singular subject takes a singular verb.
A plural subject takes a plural verb.
Common Problems with Subject-Verb Agreement:
1. A phrase or clause comes between the subject and verb and causes confusion. 
a. Ex.:	NO: High levels of sugar makes even fat-free food seem more palatable. 
YES: High levels of sugar make even fat-free food seem more palatable.
b. Ex:	NO: The high fat content in chips make them yummy but unhealthy.
YES: The high fat content in chips makes them yummy but unhealthy.
2. Phrases that use ‘in addition to’, ‘as well as’, and ‘along with’ do not make singular subjects plural.
a. Ex: 	YES: The teacher and five students from the class are planning to join the march.
NO: The teacher, along with five students from the class, are planning to join the march.
YES: The teacher, along with five students from the class, is planning to join the march. 
3. Indefinite pronouns might seem like they should have plural verb agreements, but they are usually singular. Indefinite pronouns include: everyone, everything, everybody, anybody, anyone, each, either, neither.
a. Indefinite pronouns and their agreements: 
	Singular
	Plural
	Both Singular and Plural

	anyone
	both
	any

	anything
	
	

	each
	
	all

	either
	few
	

	much
	
	more

	none
	
	

	no one
	many
	most

	somebody
	
	

	everything
	
	some

	everybody
	several
	

	neither
	
	

	anybody
	
	


b. Ex:	NO: Each of us plan to volunteer at the soup kitchen.
YES: Each of us plans to volunteer at the soup kitchen.

· When there are multiple subjects joined by or, nor, either/or, then you should make the verb agree with the subject that is closest to the verb.
· Ex:	NO: Two credit cards or a driver’s license are required.
YES: Two credit cards or a driver’s license is required.
YES: A driver’s license or two credit cards are required.
· Collective nouns (describe groups) are usually singular.
· Ex: 	NO: The flock of turkey vultures were circling overhead.
YES: The flock of turkey vultures was circling slowly overhead.
· There is a subject complement used in conjunction with the verb “to be” that describes the subject. The structure of the sentence is: [subject], [linking verb ‘to be’], [subject complement].
· NOTE: the verb agrees with the actual subject, not the complement.
· Ex: The main requirement of the job is a passion for clothes, shoes, and accessories.
· Ex:	NO: The deciding factor in my decision to become a politician were the perks.
YES: The deciding factor in my decision to become a politician was the perks.



Parallelism
What is parallelism? It is the repeated use of the same grammatical form, whether in a sentence, paragraph, list, outline, or headings.
Why use Parallelism:
· brings clarity, balance, and emphasis to your writing   
· makes vertical lists easy to follow
· helps the reader process and evaluate the information in headings and outlines more quickly.
When to use parallelism:
· when drawing up a list or outline
· when setting out headings or subheadings
· when listing two or more words, phrases or clauses in a sentence
· when trying to balance two paired ideas in a sentence
Why is parallelism so helpful for lists and headings when writing reports, proposals, resumes, instructions, etc.?
	Parallelism lets you set out your information such that:
· it is easy and clear for your audience to follow
· it indicates the degree of importance or emphasis you want to give an idea or fact
For lists, headings or subheadings, you can use parallel structures such as having all-noun phrases, having all sentences use participial verbs (verbs ending in ‘ing’), or having all points or headings be questions or imperatives.



Lists:
Resume Example 
	My responsibilities as assistant to the
director involved:
*taking calls and booking clients 
*doing all routine correspondence 
*preparation of an internal, bi-monthly newsletter
*updated company data base
	My responsibilities as assistant to the director involved:
*taking calls and booking clients 
*doing all routine correspondence 
*preparing an internal, bi-monthly newsletter
*updating company data base



Headings and Subheadings:
Headings and subheadings help the reader understand:
1. The way info is being grouped or organized
2. The importance of the information (relative to the other info; its level of importance)
3. The degree of specificity of the information
a. First-level headings are the broadest
b. Second-level headings are a bit less general
c. Third-level headings tend to lead into specific examples or details; they are the least general, and the narrowest
For headings and subheadings and subheadings you should change to a different type of parallelism when you change heading levels.
	Ex: For first-level headings, use nouns, for second-level headings, use questions.
Costs to the taxpayer
			What are the start up costs?
			Are there any incidental costs?
Benefits to the taxpayer
Use of public land

Sentences:
Use parallelism in sentences by listing two or more words, phrases, or causes in a sentence.
Example Problem: In order to be ready for the meeting, I will need to get my slide show ready, make copies of my hand-out, and will be ordering donuts and coffee.
Fix: use the same grammatical form for all clauses in this sentence
Example Solution: In order to be ready for the meeting, I will need to get my slide show ready, make copies of my hand-out, and order donuts and coffee.
Alternatively, you could also have removed the list altogether: In order to be ready for the meeting, I will need to get my slide show ready and make copies of my hand-out, and I will order donuts and coffee.
Generally, good ideas are using the same grammatical form, or removing the problem part from the list.

Parallelism with Pairs:
It can also be good to use parallelism when ideas are presented as pairs, to help balance them, underline their connection/contrast them, or give them equal emphasis.
Paired ideas are usually connected by:
· Correlative conjunctions, e.g. either/or, not only/but also
· Coordinating conjunctions, e.g. but, and, or
· A word setting up a comparison, e.g. than or as.
Examples:
Give me liberty or give me death.
Use it or lose it.
[bookmark: _GoBack]Boon or bane?
You’ll give the slide show at the beginning of the meeting, but you’ll have to wait till the end to take questions / You’ll give the slide show at the beginning of the meeting, but it will be necessary to wait till the end for you to take questions.
Politicians will not only promise people the earth but will also be kissing any babies within reach / Politicians will not only promise people the earth but will also kiss any hapless babies within reach.

