Some examples of  ACTIVE VERBS  that may be used.

	Acts
	Brings about an effect; carries out a purpose

	Adds
	Affixes or attaches; performs mathematical addition of figures.

	Administers
	Manages or directs the application or execution of activities or events; administrates.

	Adopts
	Takes and applies or puts into practice.

	Advises
	Gives advice to; recommends a course of action (does not mean simply telling or informing) 

	Affirms
	Confirms or ratifies.

	Aligns
	Arranges or forms in a line.

	Amends
	Changes or modifies.

	Analyses
	Studies the factors of a situation or problem in order to determine the solution or outcome.

	Anticipates
	Foresees events, trends, consequences or problems.

	Approves
	Sanctions officially; accept as satisfactory; ratifies (thereby assuming responsibility for).

	Arranges
	Places in proper order.

	Ascertains
	Finds out or learns for a certainty.

	Assembles
	Collects or gathers together in a pre-determined order; fits together the parts of.

	Assigns
	Fixes, specifies or delegates. Legally, to transfer or make over to another.

	Assists
	Lends aid; helps; gives support to.

	Assumes
	Takes to or upon oneself; undertakes.

	Attends
	Is present for the purpose of making a contribution.

	Attaches
	Binds, fastens, ties, connects.

	Audits
	Finalizes and officially examines accounts.

	Authorizes
	Empowers, permits, establishes by authority.

	Balances
	Arranges or proves so that the sum of one group equals the sum of another.

	Calculates
	Ascertains by computation.

	Charts
	Draws or exhibits in a chart or graph.

	Checks
	Examines, compares for verification.

	Circulates
	Disseminates; distributes in accordance with a plan.

	Classifies
	Separates into groups having systematic relations.

	Clears
	Obtains the concurrence, dissent or agreement of others prior to signature.

	Closes
	Ends or terminates.

	Codes
	Transposes words or figures into symbols or characters (letters or numbers).

	Collaborates
	Works or acts jointly with others.

	Collates
	Brings together in a pre-determined order.

	Collects
	Gathers facts or data; assembles to accumulate.

	Compiles
	Collects into a volume; composes out of materials from other documents.

	Composes
	Makes up, fashions, arranges.

	Conceives
	Formulates and expresses.

	Conducts
	Modes of treatment; leading, guiding.

	Controls
	Exercises directly; has guiding or retraining power.

	Cooperates
	Acts or operates jointly with others.

	Coordinates
	Brings into common action, condition, etc.

	Copies
	Makes copies of; transfers or reproduces information.

	Corrects
	Rectifies, makes right

	Correlates
	Establishes a mutual or reciprocal relation.

	Creates
	Brings into existence; gives rise to, originates.

	Cross-foot
	Adds across and horizontally.

	Date stamps
	Notes the date by stamping.

	Delegates
	Entrusts to the care or management of another.

	Deletes
	Erases, removes.

	Determines
	Fixes conclusively or authoritatively, decides.

	Develops
	Evolves; makes apparent; brings to light; makes more available or useable.

	Directs
	Regulates the activities or course of; governs or controls; gives guidance to.

	Discusses
	Exchanges views for the purpose of arriving at a conclusion.

	Disassembles
	Takes apart.

	Disseminates
	Spreads information or ideas.

	Distributes
	Divides or separates into classes to pass around; allots.

	Divides
	Separates into classes or parts, subject to mathematical division.

	Drafts
	Writes or composes papers or documents in rough, preliminary or final form.  Often for clearance and approval by others.

	Edits
	Revises and prepares as for publication.

	Establishes
	Sets up; institutes; places on a firm basis.

	Evaluates
	Appraises; ascertains the value of.

	Examines
	Investigates; scrutinizes; subjects to inquiry by inspection or test.

	Executes
	Gives effect; follows through to the end; completes.

	Exercises
	Brings to bear or employs actively, as exercises authority or influence.

	Expedites
	Hastens the movement or progress of; removes obstacles; accelerates.

	Facilitates
	Makes easy or less difficult.

	Feeds
	Supplies material to a machine.

	Figures
	Computes.

	Files
	Lays away papers, etc., arranged in a methodical manner.

	Fills-in
	Enters information on a form.

	Finds
	Locates by searching.

	Flags
	Marks in some distinctive manner.

	Follows-up
	Checks the progress of; sees if results are satisfactory.

	Forecasts
	Conjectural estimates of something in the future; estimates; predicts.

	Formulates
	Puts into systemized statements; develops or devises a plan, policy or procedure.

	Furnishes
	Provides, supplies or gives.

	Implements
	Carries out; performs acts essential to the execution of a plan or programme; gives effect to.

	Informs
	Instructs, acquaints, communicates knowledge.

	Inserts
	Puts; thrusts in; introduces as a word in a sentence.

	Instructs
	Imparts knowledge to; supplies direction to.

	Interprets
	Explains the meaning of; translates

	Interviews
	Questions in order to obtain facts or opinion.

	Inventories
	Counts and makes a list of items.

	Investigates
	Inquiries into systematically.

	Issues
	Distributes formally.

	Itemizes
	States in terms or by particulars; sets down or notes in detail.

	Lists
	Itemizes.

	Locates
	Searches for and finds, positions.

	Maintains 
	Holds or keeps in any condition; keeps up to date or current, as records.

	Makes
	Causes something to assume a designated condition.

	Manages
	Controls and directs; guides; administers.

	Measures
	Determines lengths or quantities of.

	Merges
	Combines.

	Notifies
	Gives notice to; informs

	Obtains
	Perceives or notices; watches.

	Operates
	Conducts or performs activity.

	Organizes
	Arranges in inter-dependent parts, systemizes.

	Originates
	Produces in new.

	Outlines
	Makes a summary of the significant features of a subject.

	Participates
	Takes part in.

	Performs
	Carries on to a finish; accomplishes; executes

	Plans
	Devises or projects a method or a course of action.

	Posts
	Transfers or carries information from one record to another.

	Prepares
	Makes ready for a particular purpose.

	Processes
	Subject to some special treatment; handles in accordance with prescribed procedure,

	Programmes
	Makes a plan or procedure.

	Purposes
	Offers for consideration or adoption.

	Provides
	Supplies for use; furnishes.

	Purchases
	Buys or procures.

	Rates
	Appraises or assesses; settles the rank, qualifies.

	Reads
	Learns or be informed of by reading.

	Receives
	Takes as something that is offered.

	Recommends
	Suggests or proposes courses of action or procedures to persons who have responsibility for authorizing the carrying out of actions or procedures.

	Reconstructs
	Constructs again; restores.

	Records
	Registers; makes a record of.

	Refers
	Directs attention.

	Registers
	Enters in a record or list.

	Releases
	Permits the publication of dissemination.

	Remits
	Transmits or sends as money in payment.

	Renders
	Furnishes, contributes.

	Represents
	Takes the place of.

	Requests
	Asks for something.

	Requires
	That which must be accomplished.

	Requisitions
	Makes a request for.

	Reports
	Furnishes information or data.

	Responsibility
	1) 
Complete Responsibility – individual has complete authority to take whatever action deemed available or necessary, subject only to the policies or general rules laid down.

2)
Delegated Responsibility – Individual has authority to take whatever action deemed advisable or necessary. May initiate and carry out the action but should advise superior of action taken.  Must inform superiors of non-routine situations.

3)
General Responsibility – Individual is required to gain approval of supervisor before proceeding with the action, which is deemed necessary or advisable.

	Reviews
	Goes over or examines deliberately or critically; analyses results for the purpose of giving an opinion.

	Revises
	Makes a new, improved or up-to-date version of.

	Scans
	Examines point by point, scrutinizes.

	Schedules
	Plans a timetable; sets specific times for.

	Screens
	Examines closely; generally so as to separate one group or class from another.

	Searches
	Looks over and through for the purpose of finding something.

	Secures
	Gets possession of; obtains.

	Sees
	Makes certain of.

	Selects
	Chooses from a number of others of similar kind.

	Separates
	Sets apart, keeps apart.

	Signs
	Affixes signature to.

	Sorts
	Puts in a definite place, location or order, according to kind, class, etc.

	Stacks
	Piles up.

	Studies
	Considers attentively; ponders or fixes the mind closely upon a subject.

	Submits
	Presents for decision; information or judgment of others.

	Sub-totals
	Takes an interim total.

	Subtracts
	Deducts one number from another.

	Summarizes
	Makes an abstract, briefs.

	Supervises
	Oversees; inspects with authority; guides and instructs with immediate responsibility for performance; leads.

	Surveys
	Determines the form, extent, position, etc. of a situation; usually in connection with gathering of information.

	Tabulates
	Forms into a table by listing; makes a listing.

	Traces
	Records the disposition of an application or document; copies as a drawing.

	Trains
	Increases skill or knowledge by capable instruction, usually in relation to a pre-determined standard.

	Transcribes
	Makes a typewritten copy from shorthand notes or dictates record, writes copy of.

	Transposes
	Transfers, changes the usual place of order.

	Verifies
	Proves to be true or accurate; confirms or substantiates; tests or checks the accuracy of.
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