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2. People (shouldnot/sway) by
everything they read in newspapers or online. Sometimes, a small
incident(blow) —_____________outof proportion
by bioggers and online news sites. Many global warming deniers, for
Instance,@ve)_ atemendous
giftwith 2009 “cimate email” scandal. A hacker posted emails
from climate scientists.In November, 2009, the emails (present)

as proof of a conspiracy
among scientists.

3. In December, 2009, restraint (could / show)
by journalsts and bloggers, but many showed no moderation. Instead,
headiines (publish) —_____ proclaiming that
global warming was false. Today, ot of cimate-warming evidence (view)
withskeptiismby members of the public.

M CHOOSING THE ACTIVE OR PASSIVE VOICE

Generally, in business writing, try to use the active voice instead of the passive voice.
The active voice is more direct and friendly than the passive voice. For example, read
these two versions of a message.
Passive voice: Your complaint has been analyzed by us and steps will be:
taken to solve the problem. You will be contacted by our sales
representative.

Active voice:  We have analyzed your complaint and will take steps to solve the
problem. Our sales representative will contact you.

Exception: When you write a report based on survey resuts, research, or scientific
findings, it is best not to refer to yourself By using the passive voice, the data rather
than the actor takes precedence.

The by ... Phrase

In many passive sentences, it is not necessary to write the by ... phrase.
The survey was conducted in 2009 by me.
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Underline five examples of the passive voice in the following letter. Then rewrite the
letter using the active voice.

Dear M. Wilson,

Your letter has been received by me, and your offer willbe reviewed. The terms will
be analyzed by my lawyer. Then you will be contacted by my secretary. | hope that a

suitable agreement can be reached by us.

Wi th pesiveform of ech s, Rspec the st s mocel foms e

EXAMPLE: You need s questionnaire. A questionnaire s needed

1. Last week, I surveyed twenty people.
Last week, twenty people
2. 1 gave questionnaires to the respondents.

Questionnaires

3. I recorded their answers.

Their answers

4. We have compiled the results.
The results

5. We will publish a report soon.

Areport

6. Every day, companies conduct surveys.

Every day, surveys

7. They must carefully plan the survey questions.

The survey questions

w10 | vers cneement ao voiee | 107




image9.png
10

1081 crammar cosLs

8. Vesterday, a polling firm released the results.
Yesterday, the results.
9. The public should have ignored the results.

The results

Be in the Passive Voice

In the passive voice, sometimes the verb be is suggested but not written. The

following sentence contains the passive voice.

(which was)
The survey, conducted in 2009, had shocking results.

Underline and correct eight errors with the passive voice.

found
EXAMPLE: A problem was find with the design

When the Apple computer company first released the Macintosh, a pull-down menu

was include in the product. The computer also had a variety of icons for different
tasks. For instance, useless files were drag 10, trash can icon. A year later, Microsoft
Corporation introduced its popular software program name Windows 20. The
software, modify in 1988, looked a ot like Apple’s software. Apple sued Microsoft
for copyright infringement and argued that Microsoft had copied the “look and
feel” of Apple software.

2. There are strct rules about copyright. A unique product can be patent. However,
people cannot copyright an idea. Therefore, Apple's decision to use specific icons
could not be protect. sill, Apple argued that ts original concept should not have

been copy. The case, which lasted for four years, was win by Microsoft.
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Answer the following questions. If necessary, go back and review the
‘appropriate section.

1. Add an -s or —es ending where needed.

) Everybody work . ) Neither of us work
b) Two-thirds of the people work . f) Either Jay o Muriel work
9 Noonework . ) One of my friends work
d) Both of my friends work . h) My brothers work .

2. Underline and correct the error in each sentence.
a) The work was complete by an independent contractor.
b) He wanted to be pay under the table.

©) The owner, along with his two brothers, have a lot of money.

d) There is manyllegal practices in the construction industry.

FINAL REVIEW

PARTA

Write the correct verb in the space. The verb may be active or passive.

EXAMPL

: Last March, the case (discuss) _ as discussed_jn our 10
business ethics class. Nobody (be) __Was__ absent that day.

1. According to the Digital Marketing Institute, 78 percent of businesses
(ave) _dedicated social mediateams. There
) manygood examples of successful online
advertising campaigns. One of the best social media campaigns (do)

by Red Bull in 2016 That year, different coloured photo
fters offe) _____to Instagram users to show their fandom
‘and appreciation for Red Bull energy drinks. The Red Bull campaign

(see) by over one millon Instagram users. Although the.
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energy drink company has effective marketing, neither me nor my brother
@ik RedBull.

2. The majoity of the population probably reaize not
‘that social media marketing methods trick consumers. Simply Measured, a data
‘company, estimates that “90 percent of consumers (trust)
product recommendations from their peers Each time somebody (lke)
 acompanysonine post, he o she (help)
- alargecompany promote its product.
PARTB
Underlneand corct ten erorswith agreement o voke.
asked
EXAMPLE: In a survey, members of the public were ask which brands they buy.
3. Statistics shows that most people are influence by brand
names Some popular brands sch s Kleenx, el 0
Sctchtap, and Kook has become th product name n
«consumers’ minds. Everybody are familiar with those products.
'However, a company can lose its trademark if a brand name
‘% falls into “common usage.” There is some examples that show
the problem. I the past, both kerosene and yo-yo was the
names of speciic brands,Current, each of those werds eer
o theprouc, not thebrand. Thesenames can o longer be

trademarked.

4. The company Kimberly-Clark, which manufacture Kleenex, does not want the word
Kleenex to replace the word tissue. If kleenex became the generic, commonly used
term, the word could no longer be trademarked. To remind consumers that Kleenex

s a brand, one of the company's ads contain the line “Would you like a tissue?”

‘Someone else reply, "l won't use any tissue. | only use Kleenex brand.”

PY T eee—
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M GENERAL RULES

Review the following subject-verb agreement rules.
« Present-tense verbs that follow third-person singular forms (e, she, ) take the -5
or -es ending.

My aunt lives alone and has a cat.

« Compound subjects joined by and take the plural form of the verb.
‘The desk and the computer are in the stock room
However, if the compound subjects refer to a singular idea (the same person or
thing), use a singular verb.
The secretary and treasurer is Elaine Bennet.
‘The horse and buggy was a common means of transportation.
The phrases as wellas and along with are not the same as and. The subject is before
the interrupting expression.
Ms. Baker, as well as the other clients, demands action.

« When subjects are joined by or or nor, the verb agrees with the subject closest to it

Neither the manager nor the supervisor likes the proposal
Either the doctor or the nurses speak with the patients.

M SPECIAL SUBJECT FORMS
« Sometimes a gerund (the -ing form of a verb) i the singular subject of a sentence.
Marketing is an interesting field.
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+ Indefinite pronouns beginning with every-, some-, any-, and no~ are considered
singular, Examples are somebody, nothing, anyone, something, and everybody.
Everybody needs friends.
Nothing surprises me.

+ Collective nouns refer to a group and are generally singular. Some examples of
collective nouns are army, association, audience, cub, company, family, government,
‘population, and public.

The government collects taxes.
Exception: When the members of the collective noun act individually use the plural
form of the verb.
The committee have taken their seats.
(Members is implied)
+ An amount of something (money, distance, time, degrees, and so on) s singular when
itis expressed as one unit and plural when it refers to individual units.
Fifteen dollars s a fair price for that shirt.
Four hours i a long time to wait
Fifteen dollars are in the tp jar.
Four hours have passed and | am hungry.

« When nouns ending in ics (tatistics, economics, politics,athletics, mathematics,
ogistics) refer to a whole unit or a course of study ey are singular. When they refer
toindividual pieces of information, they are plural.

Politicsis a dirty business.

Statistics s a difficult course.

His family politics are none of my business

The statistics show that the candidate may lose the election.

Sentences Beginning with Here and There

‘When a sentence begins with Here or There, the subject s after the verb. 10
‘There are many employees in the staff room.

EXER

£1

Underline the appropriate verb in each sentence.
EXAMPLE: Statistics (suggest / suggests) that the business will be successful.

1. Everybody (want /wants) to be successful, and Ben Cathers is no exception.

2. Cathers, along with his friend Kyle Wilson, (was / were) just twelve years old when
e started his web marketing business.
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3. His company, which (was / were) small, originally had just two employees.
4. Eight hundred dollars (s / are) not  lot of money to launch a business.
5. Mathematics is/ are) not Ben's favourite subject,
6. Cathers, along with his two friends, control / controls) a successful business.
7. Either Cathers or Wilson (update / updates) the web page weekly.
8. Nobody representing the tax department (have / has) called Cathers.
9. Every day, either Wilson or his assistants (answer / answers) the phone.
10. Selling items such as pants and shirts online (require / requires) a lot of work.
1. Ben's family (were / was) not surprised by his success.

12. Today, Cathers and Wilson Inc. (is / are) a successful business.

M PREPOSITIONAL PHRASES

A prepositional phrase consists of a preposition and an abject, for example, over the
moon, with help, and on his own. Generally, the object of a prepositional phrase is
ot the subject of the sentence. In the following sentences, the subject and verb are
separated by a prepositional phrase.

prepositional phrase
‘The dlothing company  with two subsidiaries has closed.
One of your most useful trits s patience.
Each of the employees has an office.

Look for the Subject

When trying to make the subject and verb agree, identify the subject.
Sometimes a long prepositional phrase can be confusing.

The smoke from the pipes at the power plant i bad for the environment.

M INDEFINITE PRONOUNS

Indefinite pronouns refer to a general person, place, or thing. Carefully review the
following lst of indefinite pronouns.

Indefinite Pronouns.

Sigular  snother  exch nobody  other either
ambody  ewobody noone  somebody  nether
e ewone  notng  someone  another
anything everything  one. something  much
Plural both, few, many, others, several
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If an indefinite pronoun appears before the prepositional phrase, the subject agrees
with the indefinite pronoun.

‘Singular subject: Neither of the students is available.
Pluralsubject:  Bothof thestudents are busy.

Exceptions

Some indefinite pronouns and expressions of quantity don't fllow the preceding rule.
“The following indefinite pronouns can be singular or plural,depending on the item that
they refer to, Remember that non-count nouns such as information, money, evidence,
‘and homework are always singular.

al  any  none  more  most  some

Singular subject: ~ Some of the money is missing.
(Some refers to money, which s singalar non-count noun)

Plural subject:  Some of the accounts have closed.
(Some refers to accounts, which s plural)

Also be careful with fractions, percentages, and the words majority or minority. They can
be singular o plural, depending on the object that they refer to.
‘Singular subject:  Two-thirds of the nformation has been sent.
(Two-hirds refers to nformation, which s  singular non-count noun)

Plural subject:  Two-thirds of our clients have been contacted.
(Two-thirds refers to clints, which is plural)

Circle the subject of each sentence. Then underline the correct verb form.
EXAMPLE: There (is/are) many(Gompanie3that sel pesticdes.

1. One of the most controversial issues in
our society (s / are) lawn maintenance.
In past decades, homeowners (was /
were) expected to have beautiful green
lawns. In most regions, there (was /
were) thousands of lawn companies.
‘Additionally, producs such as the
herbicide Weed N Feed (was / were)
popular. The use of herbicides and

pesticides (was / were) common.

2. Since 2003, the province of Quebec (have / has) had a pesticide ban. Phase three
of the ban (was / were) passed in 2009. Although both Killex and WeedEx (s / are)
popular n Ontario,neither of those products s/ are) avalable in Quebec.
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‘Therefore, one of North America’s strongest anti-pesticide laws (exist / exists)
in Quebec. Every home gardener,as well as each lawn care company, s / are)
o longer able to use 210 different lawn care products. I fact,of the most toxic
products, about 95 percent (s / are) no longer available in stores.

In Montreal, the Cloutier family,along with Edward and Carol Webb, (hate / hates)
the ban. Both families (love / loves) to have green lawns. Sometimes, either Myriam
of her brother (has / have) to pull out the dandelions. In the spring, most of their
teisure time (s / are) spent doing that chore. Nonetheless, in Quebec, about
three-quarters of the population (support / supports) the ban. The minority of
citizens (break/ breaks) the law.

Underline and correct any erforsin subject-verb agreement. Write “C*next to correct
sentences.

wants.
EXAMPLE: Everybody want to succeed.

1. My sister has many business ideas, and every one of her ideas are original.
2. However, neither of us are good at accounting.

3. There i several mistakes young entrepreneurs make.

4. Sometimes, peaple doesn't know who their customers are.

5. About one-half of companies has a marketing budget that i too small.

s budget.

7. There is some business people who don' target their marketing effectively.

6. Anybody who has great products need a promoti

8. When an optician placed advertisements in a teen magazine, she was hoping to
sell eyeglasses.

9. She forgot that the majority of the reading audience were too young to pay
for eyeglasses.

10. Every entrepreneur needs to develop a marketing plan.
11 Statistics shows that many small businesses are not wel planned.

12. The minority of small business owners makes a business plan.
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Verb Tenses

‘Simple present:

Active and Passive Voice

I sentences that use the active voice, the subject performs the action. In the passive
oice, the subject receives the action. To form the passive voice, use the appropriate.
tense of the verb be plus the past participle. Look carefully a the following sentences
Active:  The student posted a video about solar energy on YouTube.
(Thisis active, because the subjec,student,performed the sction)
Passive: A video about solar energy was posted on YouTube.
(Thisis passive because the subject, video, was affected by the action
and id not prform the action)

Active Passive

(The subject performs the action) (The subject receives the action.)
be + past particple

‘We wite ads.

et We e

‘Simple past: ‘We wrote ads.

Present perfect: ‘We have written ads. Ads have been written

o Cro Ao

e CEre FEETT
ey e
s e
R i s o
ettt e ey

‘Wite the verb in the passive voice. Use the suggested verb and/or modal. Ensure that
you use the correct tense.

EXAMPLE: Alot of articles (post) are posted on the Internet each day. 10

1. Everyday,bias (show) by many journalists.
Aparticularword (can fuse) ——_to
manipulate readers. For example,in January 2015, ctizens (influence)
—bytheuseof the word anarchists
to describe a group of environmentalists. The article (write)
 byaformerpolitican. e did
ot write with objectivity. The word activists (could / use)

inthe article instead.
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