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Business 100 -- Business English- Chapter 10 Notes:

 This week we are going to be covering verb tense, voice, mood and verbals. This means:

· Using verb tense correctly

· Understanding the difference between active and passive voice

· Understanding verb mood

· Verbals - gerunds, participles and infinitives

Verb Tense

· Present tense: This is used to express something that is occurring now or happens on a regular basis. 

· Past Tense: This is used to express something that has already happened.

· Future Tense: This is used to express something that will happen at a future time.

· Present Perfect Tense: This is used to show that something that was started in the past has just been completed in the present. It is formed using the words 'has' or 'have'.

· Past Perfect Tense: This is used to show that something was started and completed before another past action was started. It is formed with the word 'had'. 

· Future Perfect Tense: This is used to show that something will begin and end at a specific time in the future. It is formed with the words 'shall have' or 'will have'.

· Present Progressive Tense: This is used to show an action that is currently in progress. It is formed with the words 'am', 'is', or 'are'. 

· Past Progressive Tense: This is used to show an action that was in progress in the past. It is formed using the words 'was' or 'were'. 

· Future Progressive Tense: This is used to show an action that will continue in the future. It is formed using the words 'will be' and 'shall be'. 

· Present Perfect Progressive Tense: This is used to describe a continuous action that is still happening. It is formed using the words 'have been' and 'has been'.

· Past Perfect Progressive Tense: This is used to describe an action that was being completed at a point in the past. It is formed using the words 'had been'.

· Future Perfect Progressive Tense: This is used to describe something that will continue to be in progress in the future. It is formed with the words 'will have been' or 'shall have been'. 

· Emphatic Tense: Present or past tense verbs that use the word 'do' or 'does' to add emphasis to them. 

Voice
· Active Voice: This means that the subject of the sentence performs the action. Generally this is considered a much more dynamic and interesting voice. It makes the subject of the sentence more interesting (more active).

· Passive Voice: This means that the subject of a sentence receives the action. This lends emphasis to the action itself rather than the subject. 

Mood: Mood is used to determine the intention of a sentence.

· Indicative Mood: This is used to state facts or ask direct questions

· Imperative Mood: This is used to give instructions or commands. It is also used for courteous requests. Generally the subject of these sentenced is an understood 'you' -- meaning that it is not physically present in the sentence itself but is implied instead.

· Subjunctive Mood: To express a condition that is contrary to the facts. The words 'if' or 'wish' is typically present or implied. The normal rules for subject/verb agreement are suspended for this mood type when using the verbs 'were/was'-- you use the verb 'were' instead of 'was' regardless of the subject.

Verbals: verbs that function as something other than verb

· Gerunds: A verbal that ends in 'ing' and functions as a noun in a sentence.

· Participles: A verbal that functions as an adjective

· Infinitives: A verbal phrase that starts with 'to' and ends with the present form of the verb.

Vocabulary

Documentation

Clip art

Shareware

Off-the-shelf software

Groupware

Contract management software

Voice recognition technology

Eye point recognition system

Blogging

Peripherals

Freeware

Open Source Software

