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Abstract 

Paraphrase opinions, stories or orders with 
one’s own words and in order to do so, it is 
required to use The Reported Speech. There 
are three forms and their usage depends on 
what is seeked to express. 

 

Keywords: Verbs in their present and past 
forms. Reporting verbs: Tell, say and ask. 
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1. First form: Reporting requests! This 

reported form is used when one wants to 

report an order or command. Infinitive 

form of the verbs must be used. Look at 

these two examples: 

Original requests 

 Can you bring me some soda? 

 Don’t say anything to Albert. 
 

Reported requests 

 She asked me to bring some soda. 

 She told me to bring some soda. 

 She asked me not to say anything to Albert. 

 She told me not to say anything to Albert. 



 Notice this… 

 It is not required to make any change in the 

verb form, in this first form it is just needed to 

use the preposition “to” in order to make the 

reporting sentence. 

 Take into consideration that for the negative 

statements a “not” is also needed before the 

preposition to, so it is expressed like this: 

“not to”. 

 This is the easiest of all three forms, 

therefore it should be a piece of cake for 

you. 



Exercise: Here are some things Amanda told 

the surprise-party guests. Write down her 

requests using ask, tell or say. 

1. Meet at Albert’s apartment at 7:30 on Saturday. 

2. Can you bring your favorite CDs? 

3. Don’t bring any food. 

4. Can you bring a small gift for Albert? 

5. Don’t spend more than $100 on the gift. 

6. Keep it as secret for Albert. 



Exercise: The following sentences in bubbles are in direct speech: 

 

 

 

 

Now choose one to complete the next exercise. Use reported speech. 

1 Bill was taking a long time to get ready, so I told him to hurry up.___ 

2 Sarah was driving too fast, so I asked ________________________ 

3 Sue was nervous about the situation, so I _____________________ 

4 Tom was going to the shop, so I ____________________________ 

5 I didn’t want to delay Helen, so I ____________________________ 

6 The man started asking me personal questions, so I ____________ 

7 John was in love with Mary, so he ___________________________ 

8 The Customs Officer looked at me suspiciously and _____________ 

Don’t wait for me if I’m late 

Please slow down! 

Hurry up! 

Mind your own business. 

Can you open your bag? 

Will you marry me? 

Don’t worry, Sue. 

Can you get me a newspaper? 



2. Second form: Reporting Statements! This reported 

form is used when one wants to report something that 

someone else said or told. The verb forms change 

when they are reported. Look at the change chart.  

 

 

 

 

In a more grammatical approach changes would be explained as 

follows: 

 

am/ is → was will → would 

are → were  can → could 

do/ does → did may → might 

have/ has → had must → had to 

want/ like/ eat/ go / etc   → wanted/ liked/ ate/ went 

present simple changes to past simple 

present progressive changes to past progressive 

present perfect changes to past perfect 

past simple changes to past perfect 

present forms of to be changes to past forms of to be 

past progressive changes to past perfect progressive 



• Examples: 

 

‘My parents are very well.’ 
 
 
‘I’m going to learn to drive.’ 
 
 
‘I want to buy a car.’ 
 
 
‘John has a new job.’ 
 
‘I can’t come here on Friday.’ 
 
 
‘I don’t have much free time.’ 
 
 
‘I’m going away for a few days. I’ll 
phone you when I get back.’ 

You met Jenny, Here are some of the 

things she said in direct speech. 

Later you tell somebody what Jenny said. 

You use reported speech. 

Jenny said that her parents were 
very well. 
 
She said that she was going to 
learn to drive. 
 
She said that she wanted to buy a 
car. 
 
She said that John had a new job. 
 
She said that she couldn’t come 
here on Friday. 
 
She said that she didn’t have 
much free time. 
 
She said that she was going away 
for a few days and would phone me 
when she got back. 



• Said is used when you report something in a general form. Note that no 
one in particular received the information spoken. 

Brandon: “I’m not feeling well.” 

Reported statement: Brandon said that he wasn’t feeling well. 

Note: Brandon just expressed how he felt but he didn’t say it to any one in 
particular. 

• Told is used when some one tells something to some one else specificly. 

Lisa to Leo: “I had a date with Jim yesterday.” 

Reported statement: Lisa told Leo that she had had a date with Jim 
yesterday. 

Note: Lisa just told Leo some of her personal information. 

• Said to is used when you want to make emphasis on the person who 
received the information. 

Laura to me: “I don’t like tropical music at all.” 

Reported statement: Laura said to me that she didn’t like tropical music at 
all. 

Note: It is used said to in order to make emphasis on the person who 
received the information. 



Exercise: Cindy is having a party. Look at these excuses 

and change them into reported speech. 

1 Cindy: “There’s a party in my house on Saturday.” 

2 Bob: “I’m leaving town for the weekend.” 

3 Mary: “I’ve been invited to a wedding on Saturday.” 

4 Jim: “I promised to help Joanne with her moving thing.” 

5 Ann: “I can’t come because I have the flu.” 

6 John: “I’ll be studying for a test all weekend.” 

7 Susan: “I have to meet someone at the airport.” 

8 David: “I may have to work that night.” 



Exercise: Find the one mistake in each report. 

Cross it out and write your correction. 

1 “I want to see if the boat comes in with fresh lobsters.” 

I told my husband that I wanted to see if the boat comes in with 

fresh lobsters. 
 

2 “The dolphin is caught in the net.” 

The fisheman shouted that the dolphin is caught in the net 
 

3 “Don’t be so serious!” 

Henrietta told me don’t to be so serious 
 

4 “Victor was frightened enough to scream.” 

She said that Victor had been frightened enough to screamed. 
 

5 “I’ll buy the tickets tomorrow.” 

Gina said that she would bought the tickets tomorrow. 
 



• Third form: Reporting Questions! This 

reported form is used when one wants to 

report a question that someone else asked. It 

functions the same way as the second form, 

but this time with questions. 

There are two kind of questions: 

  Wh-questions. 

  Yes/ no questions. 

When reporting a question, it is necessary and 

imperative to change it into an affirmative 

statement and apply the same tense changes as 

studied in the second form. 



Examples: 

  Wh-questions 

Liz to Eli: Where did you go last weekend? 

      Liz asked Eli where she had gone last weekend. 

Note: As you can see the question is changed into an 
affirmative statement once it is reported. It functions in 
the same way as the second form. 

  Yes/ no questions 

Mary: Are you having a nice time? 

       Mary asked me if I was having a nice time. 

Note: It is required to change the question into an 
affirmative statement and add the word “if” since these 
are yes/ no questions and therefore lack of a wh- word.  



Exercise: Report the following questions. 

1) Rose to Peter: Didn’t you hear the bell? 

2) Paul to Maggy: When was the last time you saw Kim? 

3) I asked her: Do you understand the lesson? 

4) My friend asked me: What’s your favorite Mexican dish? 

5) Will everyone be ready to leave by 10? The driver asked 

6) I asked Ann: Do you enjoy English classes? 

7) Are you going to join that organization? Howard asked 

me 



Exercise: Rewrite the following reported statements 

into their original question form. 

A. Josh asked me if I liked burgers. 

B. Hector asked Lily when she would accept his 

invitation to go to the movies? 

C. Tim and Sean asked Bob if he could help them 

to move the piano. 

D. Jenny asked Tom where he had been the whole 

day. 

E. Lorna asked Dan what he had been talking to 

her father about. 



Tema: Dar énfasis en los hechos y 
objetos 

Abstract 

Express facts where actions or objects are 
prioritized rather than the subject who 
performed them. 

 

 

 

Keywords: Verbs in their past participle form. 
Knowledge of all basic tenses in English. 

 

 

 

 

Keywords: Tell, say, ask 
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Passive voice is a different form of writing or 

speaking because in this form the action or the 

object referred is given more importance than to 

the subject performer of such fact. Sometimes it 

is because the subject who performs the action is 

unknown, other times it is because he is not 

important or he isn’t worth mentioning.  

It is important to mention that passive voice is 

everywhere. You can find in the newspapers, 

book, research works, textbooks and so on. It has 

always been there, but sometimes we tend not to 

pay attention to what we read or the way we 

speak… Because in the end we just do it. 



Active Voice 

Bartholdi designed the  Statue of Liberty. 

In this sentence the person is mentioned first because it holds more 

importance than the action he performed. It is conjugated in past 

simple tense. 

Passive Voice 

The Statue of Liberty was designed by Bartholdi. 

Here on the other hand the object or action is given more importance 

than to the person who did it. It is more significant to the human race 

the statue itself than the person who created it.  

You have to use the verb to be in past because the original sentence 

was in past simple tense, the verb changes to past participle form 

and it is necessary to use the word “by” in order to mention the person 

who performed the action or object mentioned. 

The main verb must change to its past participle form, that is a rule. 

The word “by” can be omitted if the person is unknown or lacks of any 

importance. 



This is an sample chart of how passive voice 

changes work in some of the most basic tenses. 

 

Present tense: 
 
 
Present progressive tense: 
 
 
Past tense: 
 
 
Future tense: 
 
 
Present perfect tense: 
 
 
Past perfect tense: 

‘He sees it.’ 
 
 
‘He is seeing it’ 
 
 
‘He saw it.’ 
 
 
‘He will see it’ 
 
 
‘He has seen it.’ 
 
 
‘He had seen it.’ 

‘It is seen.’ 
 
 
‘It is being seen’ 
 
 
‘It was seen.’ 
 
 
‘It will be seen.’ 
 
 
‘It has been seen.’ 
 
 
‘It had been seen.’ 

Tense Active Voice Passive Voice 



Exercise: Practice changing these sentences to passive 

form. Omit the subject when you find a pronoun. 

 

 

She has a meal three times a day. 
 
Mr. Kent taught the class yesterday. 
 
He has signed the letters. 
 
The servant took the money. 
 
They will buy the tickets. 
 
I had finished the work a week ago. 
 
William is cutting the grass now. 
 
He has corrected our compositions. 
 
He put the mail on your desk. 
 
He signs documents everyday. 

A meal is had three times a day . 
 
_______________________ . 
 
_______________________ . 
 
_______________________ . 
 
_______________________ . 
 
_______________________ . 
 
_______________________ . 
 
_______________________ . 
 
_______________________ . 
 
_______________________ . 



Exercise: Complete the following using the verbs 

below and adapt them as necessary, using passive 

voice. 

 

1 Tequila ______________________ in Jalisco. 

2 Pedro Paramo ______________________ by Juan rulfo. 

3 Strawberries ______________________ in Irapuato. 

4 Horses ______________________ into Mexico by Cortes. 

5 The battle of Alamo ______________________ by Mexicans. 

6 In Mexico, presidents ______________________ for a six-year period. 

7 Cats and dogs ______________________ thousand of years ago. 

8 The first-mile run in less than four minutes ______________________ in 1954. 

9 The National Anthem ______________________ on September fifteenth. 

10 Today, very tall skyscrapers ______________________ in New York to save 

space. 

              sing          win          run          domesticate           introduce        

        

             make         elect        write       cultivate                 build 



Exercise: Complete the following sentences using a name 

from box 1 and a verb from box 2. Adapt the verbs as 

necessary. 

 

 

 

1 The telephone __________ _______________ by _______________. 

2 Guernica __________ _______________ by _______________. 

3 Yesterday and imagine _________ ______________ by ______________. 

4 The West Indies __________ _______________ by _______________. 

5 The Mona Lisa __________ _______________ by _______________. 

6 Mickey Mouse and Donald Duck __________ _______________ by _______________. 

7 Maria bonita and Solamente una vez __________ _______________ by ______________. 

8 The electric light bulb and the phonograph __________ _______________ by 

_______________. 

9 Tierra de fuego and The Philippines _______ _____________ by _____________. 

BOX   1 BOX   2 

Leonardo da Vinci                         Pablo Picasso 

Lennon and McCartney                Alexander Graham Bell 

Magellan                                       Walt Disney 

Christopher Columbus                  Agustin Lara 

Thomas Alva Edison                     William Halley 

discover 

invent 

compose 

paint 



Exercise: Use the words in parentheses to make a sentence 

in Passive Voice. Add more words as many as you like. 

a) nets/ repair/ fisherman 

b) beer/ sell/ grocery store 

c) wild animals/ protect/ law 

d) cars/ destroy/ accident 

e) officers/ honor/ officials 

f) computers/ program/ technician 

g) paper/ invent/ China 



Passive Voice is also used when one expresses the 

description of something.  

Examples: 

What is a bottle made of? It is made of plastic. 

What is a BWW made in? It is made in Germany. 

How is yogurt made? It is made from milk. 

In both examples, you can see that when one answers the 

question it is necessary to use the verb to be properly 

conjugated, the action verb in its past participle form 

followed by the word “of”.  

of                   indicates the material which it is composed of. 

in                 indicates the place where it was manufactured. 

from                 indicates the raw material where it comes from. 



Exercise: Use words from both columns and create 

sentences using made of, made from and made in. 

 

 

1 ___________________________________________________ 

2 ___________________________________________________ 

3 ___________________________________________________ 

4 ___________________________________________________ 

5 ___________________________________________________ 

6 ___________________________________________________ 

7 ___________________________________________________ 

8 ___________________________________________________ 

9 ___________________________________________________ 

tables     spaghetti     butter     

clothes     an audi     tequila     

rings     a lamborghini     books 

pasta     France     Italy     

cotton     wood     agave     

paper     gold     milk 
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