PASSIVE- EXERCISES (2)


Passive

Make the following sentences passive:

1. We will organise the customs formalities 

________________________________________________________________________________ 

2. We checked the documents last week. 

________________________________________________________________________________ 

3. We have accepted your suggestions. 

________________________________________________________________________________ 

4. You should check all of the outstanding invoices. 

________________________________________________________________________________ 

5. You can return any unwanted materials. 

________________________________________________________________________________ 

6. You should have returned the signed contract. 

________________________________________________________________________________ 

7. We are developing a new invoicing system. 

________________________________________________________________________________ 

8. We have not yet received your payment. 

________________________________________________________________________________ 

9. The marketing department in your country will handle this complaint. 

________________________________________________________________________________ 

10. We will transport the goods immediately. 

________________________________________________________________________________ 

11. We produce most of the documentation in this office. 

____________________________________________________ 

Write the verbs in brackets in the correct passive form.

If you want to . . . . . . . . . . . . . . . . . . . . . . . . . 25 (consider) for promotions, pay rises or

interesting assignments, you have to draw attention to yourself. If you are tall and

an extrovert, your work may . . . . . . . . . . . . . . . . . . . . . . . . . 26 (notice) long before that of a

small, shy colleague. Being talented isn’t enough. You also have to work hard to

prevent yourself from . . . . . . . . . . . . . . . . . . . . . . . . . 27 (overlook). You can’t change your

personality, but if you take the right steps, recognition . . . . . . . . . . . . . . . . . . . . . . . . . 28

(achieve) easily. Don’t wait to . . . . . . . . . . . . . . . . . . . . . . . . . 29 (ask) to do something

interesting: talk to your manager. Communication is everything: make sure your

ideas . . . . . . . . . . . . . . . . . . . . . . . . . 30 (hear). But ensure that your name is inseparable from

the suggestion. There is nothing worse than finding out your most brilliant idea

. . . . . . . . . . . . . . . . . . . . . . . . . 31 (steal).
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