Business Communication

Introduction:

All day we are communicating – whether it is talking to people on the telephone or in person, talking dictation and transcribing business correspondence, liaising with colleagues and staff, writing letters, faxes, reports and e-mails. For attaining success in our practical life we must develop and enhance our communication skills.

  Meaning of Communication:

Simply communication means sending and receiving a message. But this definition does not give us the real meaning about what communication is. Broadly, for better understand communication can be defined as a process of giving, receiving or exchanging information, opinions or ideas by writing, speech or visual means, so that the message communicated is completely understood by the recipients.
Different scholars defined communication in different ways. Some mentionable scholar’s definition is given below;

      “Communication is a dynamic, ever-changing, unending process by which people transmit information and feelings to others”. (Barker)

      “Communication is the field of knowledge which deals with the systematic application of symbols to acquire common information regarding an object or event”. (Kelly)

      “Communication is the process of transmitting meanings, ideas, and understanding of a person or a group to another person or group”. (Megginson)
  In the light of above definition we can define communication as a task of sending and receiving information, opinions, or ideas sometimes through verbal means (words       spoken or written) and sometimes through non-verbal means (such as facial expression, gestures and voice qualities) or any combination of both verbal and non-verbal means so that the message communicated is received and understood by the recipients.

    Business Communication:

Communication which deals with business activities is called business communication. In a wider sense, business communication is the transmission and accurate imitation of ideas ensured by feedback for the purpose of accomplishing organizational goals.
Some scholars have given the following definitions regarding business communication;

      “Business communication is the ingredient that makes organization possible. It is the vehicle through which the basic management functions are carried out’. (Lesikar&Pttit)

      “The exchange of ideas, news, and views in connection with the business among the related parties is called business communication”. (W.H. Meaning)

Therefore, business communication is the process of transmitting data, information, ideas, thoughts or opinions from one person to another person for attaining organizational objectives.

  Nature of communication:

      The term ‘communication’ stems from the Latin word “communis” which means common. However communication includes in addition to commonalty, the concepts of transmission, meaning and information. When all these features are combined, communication takes a precise shape in the form of transmission of commonly meaningful information. This transmission involves a process of sending and receiving message.

      The process that communication involves is complicated because of its variety with the people, positions and situations. However it involves the following sequence of events: ideation, encoding, transmission through a channel.

      Communication is a dynamic process. Person engaged in communication often send and receive messages simultaneously. While you are receiving a message, you may at the same time be sending a new message

to the original sender.

    To occur communication there must be three basic elements of communication. These are transmitting information by a person, receiving information by another person and meaningfulness of the received information. So mere sending and receiving a message is not adequate to constitute communication.

  Scope of communication:

Communication is so inevitable in our lives from birth to death that it would be impossible to manage human behaviors and attitudes without it. Communication is an ever present activity in our lives. The scope of communication may be varying with the nature and size of the organization. However a brief description is given below regarding the scope of communication:-

  1. Business functioning: For the proper functioning of business works every employee involved with the organization must have information to do his/her job. And communication conveys this information.

  2. Decision making: Every organization needs to take decision in the field of production, distribution and other related fields for achieving the target. And communication plays vital role in decision making by supplying required information.

  3. Implementation of plan: For the implementation of the plan properly it is necessary to direct, coordinate and control the activities of the stuff. And communication aids in these functions.

  4. Industry: Communication supplies required information regarding the human resources and other resources essential for the production.

  5. Distribution and marketing: To make the production effective, it must be to the use of the people. And communication through advertisement and salesmanship makes the people aware of the necessity of the goods.

  6. Foreign trade: To deal with foreign

trade; enquiring goods, insuring goods, making contract of foreign afreightment and so on are to be performed. These are all subjects of communicatio
  7. Domestic and foreign investment: Investors of both home and abroad are contacted and motivated through communication to invest their money in industry and commerce.

  8. Others: Communication is also inevitable in the field of industrial relations, transporting, warehousing, banking, social responsibilities, and public relations

  Functions of Communication:

The main theme of communication is the exchange of meaningful information between two or more persons. Analysis of this definition indicates that communication performs several functions. These are summed up below;
1. Conveying message: The first and foremost function of communication is to convey a message to another person.
2. Furnishing data: Communication provides all necessary data for making the organizational plan and carries out orders and instructions for the implementation of the plan.
3. Regulating human behavior: Communication may be termed as the traffic light of an organization as it regulates human behavior to start work, to continue work and to stop work.
4. Aiding decision making: For the proper functioning of organization management has to take many decisions and communication helps management in this regard by supplying relevant information.
5. Facilitating coordination: For the achievement of organizational goals coordination among the various activities of different departments is indispensable. And by exchanging ideas and information communication facilitates coordination.
6. Facilitating social contact: Communication plays a vital role in establishing a social contact.
7. Motivating: Communication influences others

to accomplish goals in a work setting.   In this regard communication acts as a stimulus.
8. Controlling: Control clarifies duties, authorities and responsibilities of employees. Without adequate communication, the controlling function in an organization is not possible.
9. Publishing goods and services: Communication helps to sell more goods and thereby earn more profits by publicizing organization’s goods and services.
10.
11. Maintaining human relation with others: Internal communication is needed for efficient administration. But external communication is equally or more important for survival, growth and expansion of an organization. Communication maintain good relation both internal parties and external parties.
So, it is seen that each and every activity of business involves communication. Communication helps to perform internal and external activities of a business. Therefore it acts as a life line for a business.

    Objectives of business Communication:

The objectives of business communication are wide and large. Information, order, persuasion, warning, motivation, advice and raising morale are activated through the means of communication. The objectives of communication are stated below:
  1. To exchange information: The prime objective of communication is to exchange information internally and externally i.e. to deal within the organization and outside the organization.

  2. To achieve goal: The goal of the organization can be obtained through effective organizational communication. Every person tries to obtain such goal and therefore it requires effective communication.

  3. To plan: Planning decides what is to be done in future. All the information and data which are required to make a plan for business can be obtained or

gathered through communication.

  4. Enhancement of employee skill: skilled and efficient employees are considered assets to the organization. Enhancing employee’s skill is one of the important purposes of communication.

  5. Formulation and execution plans: Communication facilitates formulation and execution of plans through providing necessary data.

  6. Direction to the subordinates: For better job performance, subordinates require specific instructions and orders from their respective boss. Communication is directed to this end.

  7. Facilitating joint efforts: Management alone is helpless to achieve its goals. It requires cooperation of employees for the purpose. And communication facilitates joint effort between management and employees.

  8. To facilitate direction and motivation: The boss gives direction or order to his subordinate. And managers need to motivate their employees to increase the concentration and productivity. Hence communication helps to facilitate direction and motivation.

  9. To increase job satisfaction: Job satisfaction requires better job environment and better job environment is possible if there exists communication chain. Strong chain helps to overcome job related stress.

  10. Maintenance of good labor relations: Good management labour relation is a prerequisite for achieving target results. By exchanging information between management and labor communication helps to maintain good labour relation.

  11. To attract customers: To knock the door of potential customers with new product and service of an enterprise, there should exist an efficient communication. So better communication will cause more customers and more customers will cause more profit.

  12. Publicity: Every organization tries to

expand their market by defeating competitors. Communication helps to attain this purpose by advertising.

  13. Others: Besides these educating workers, changing future plan, obtaining overall development, managing human resources etc are also important objectives of communication.

A communication is adapted to the needs and interests of the receiver in order to causes the receiver to react in a manner that accomplishes the purpose of the sender.

    Importance of Communication in Modern Business:

Communication is extensively used in all stages of modern society. To be successful in today’s business world good communication is essential. The importance of communication in business may be stated as follows;

  1) Achievement of goal: For achieving target results combined and cooperative efforts of every employee of the organization is must. Communication makes this task possible through encouraging employee commitment to organizational goals.

  2)   Provision for data for decision making: It helps the manager to obtain data for decision making to assist in searching problem and to know what actions are needed.

  3) Smooth and efficient functioning: Communication helps in all managerial functions such as planning, organizing, motivating, directing and controlling.

  4) Delegation of authority and responsibility: Communication helps in decentralization of authority and delegation of responsibility to right person.

  5) Increase in managerial competence: It helps to improve managerial competence and efficiency. As we know managers use various techniques or tools to command or control over resources.

  6) Minimization of cost and time: Efficient communication attempts to minimize time and cost in case of exchange of information. If

any message is required to be communicated to thousands of people then we have to think about Newspaper, Television or Radio which are strong media for communication.

  7) Promotion of employee efficiency: Employees can know details of their duties, responsibilities and good methods of job performance well in advance through communication. Thus Communication helps in improving employee’s efficiency.

  8) Proving job satisfaction: Several research findings indicate that employee dissatisfaction has an adverse effect on job performance. Sound communication helps to remove employee’s dissatisfaction and provide employees with satisfaction of individual and social needs.

  9) Market research: The modern business world is very complex and competitive. In these environments, business organizations must be constantly well informed of the competitor’s latest position and strategy, customer’s attitude and tastes, market nature and magnitude etc. Communication can help management to conduct market research and thereafter to take appropriate steps.

  10) Developing of mutual understanding and cooperation: For development of mutual understanding and cooperation among various persons or parties of the organization communication plays and immense role through interchange of feelings, thoughts etc.

  11) Creation of successful leadership: Communication acts as the basis of leadership. If a leader and his followers can avail themselves of the frequent communication opportunity for free discussion for the matters of their mutual interests; weakness; sympathies and loyalties to the leader will increase.

  12) Elimination of ramous: If the communication system is non-existent or faulty, rumors, grapevine inaccuracies, suspicion and unrest will prevail among 

the employees.

  13) Development of relations: A congenial work environment is highly desirable for proper functioning. Communication can facilitate this by developing labour relations, union relations and communal relations

  14) Discharge social responsibilities: Side by side with the profit making motive, modern organizations are also discharging some social responsibilities. They provide society with qualitative goods and services; solve unemployment problems, participating in philanthropic activities etc. Rendering these services to society depends of good external communication.

Thus we find that communication plays important roles in the discharge of different activities of business organization. It is as important to an organization as blood to a human body.

Principles of communication:

In order to make business letter, memoranda, reports, representations and other forms of communication effective, some certain principles should be followed. The following principles are important for making communication effective;

      1. Principles of clarity: The communication cycle begins with the generation of an idea in the mind of the transmitter. A great deal of clarity is needed at this stage. At the time of writing a message to anyone it should be keep in mind that the words used in the message is understandable and suitable for the receiver.

      2. Principles of simplicity: Communication is an art. So a communicator should have the quality to present messages to the receiver in a simple language. Unnecessary jargon should be avoided.

      3. Principles of completeness: In business communication completeness of facts is absolutely important. Incomplete communication irritates the reader for it leaves him baffled. Communication must 

include all the relevant facts-size, color, catalogue number, quantity, mode of payment, mode of dispatch, the date by which you need the information etc.
      4. Principles of conciseness: A reader time is valuable. Don’t make him feel that he is wasting his time in going through your unnecessary lengthy letter; So keep your sentences concise. This means you say exactly what you need to say in a few words if possible. But this does not mean shortness in the literal sense.

      5. Principles of courtesy: In business we must create friendliness with all those to whom we write. Friendliness is inseparable from courtesy. And courtesy demands a considerate and friendly behavior towards others.

      6. Principles of consideration: Show reader centered attitude. Stress what the receiver wants to know. Also emphasize how the receiver will be benefited.
      7. Principles of unity: Try to achieve unity in the sentence. Unity means oneness. This means all parts of a sentence should concern one thought.

      8. Principles of mutual trust: Mutual trust between the parties involved in communication, is an important prerequisite for good communication. In the absence of mutual trust the real purpose of communication may not be achieved. Therefore communicating should be base d on the principles of mutual trust.

      9. Use of informal communication: With the application of formal communication, informal communication should also be used simultaneously. This is because informal communication acts as complement to the formal communication.

      10. Principles of consistency: Messages sent at diffract times should be consistent with each other. Moreover, it must have consistency with the objectives and activities of the organization.

  The above principles

will have charming effect on communication if they are observed rightly.
    Barriers to Communication:

Communication is a way of exchanging message, information or emotions between sender and receiver. Any problem, interference or hindrances to the process of communication is defined as the barriers to communication.
Many problems are encountered in our business and personal lives result from miscommunication. Generally following barriers exists between sender and recipient or a message becoming distorted:

1. Non-verbal signals: Non-verbal signals, often referred to as body language can provide valuable feedback where verbal communication is concerned. Such signals include facial expressions, gestures, movement, eye contact and nodding head.

2. Language: Choice of words is vital to the effectiveness of any communication. Many words have different meanings. Our background knowledge and experience affect our understanding. Foreign languages, dialects, regional accents and the use of technical/specialist language should always be considered.

3. Lack of concentration: Careful concentration is demanded if a communication is to be understood. Success at gaining attention may depend on the words used, the way communication is expressed, our interest in the speaker, our interest in the communication and various other factors.

4. Pre-judgment:   What is understood is often conditioned by what we already know and by our background knowledge and experience. Often we hear what we want to hear, or what we think we have heard, instead of what has actually been said.

5. Relationships: The effectiveness of any communication may depend on our relationship with the person giving the message. If relationships between people are not good, communication

may fail to be effective or may break down altogether.

6. Emotional responses: Communication cannot succeed if a person is highly emotional about the topic concerned. Problems may arise from insecurity, fear, anger etc. If emotions are high on the part of the sender or recipient, then it would be better to wait for a while before trying to put the message across.

7. Others: Apart from the barriers to communication already discussed there are so many barriers to communication such as; complex organizational structure, lack of policies, wrong explanation, fear, cultural difference, facial expressions, individual differences, negotiation methods, noise etc.

    Overcoming barriers to communication:

Against various barriers to communication following measures should be taken to overcome these barriers:
1. Efficient management system: Efficient communication system in an organization depends on the management efficiency. So management should be efficient enough to make its communication system up to date.

2. Selection of right media: The media for communication should be selected according to the organizational environment, size and importance of the message, position of receiver and other relevant aspects. Wrong selection of media will obviously cause miscommunication.

3. Feedback: For effective communication we must ensure feedback from receiver. Without feedback the communication process remains incomplete.

4. Idea about the receiver: Sender should have better ideas regarding the thought, feeling, and opinion of receiver of the message. Such ideas will help the sender to make a fruitful communication.

5. Attentive listening: To make effective communication, both sender and receiver should be attentive listener from their respective position.

6.

Use of simple and meaningful words: Communication must avoid vague words and use simple words which are meaningful in the mind of receiver.

7. Informal relations: Before making any formal communication, informal relation can play a vital role to make communication effective.

8. Consistency between word and work: If the work is according to word then communication becomes effective and fruitful.

9. Communication audit: Communication audit acts as a fruitful method to improve communication. It examines the network, activities, process and principles of communication and therefore recommends for improvement.

Above measures would play a good lesson to overcome communications barriers.

    Meaning of Social Communication:

Communication occurred in a social setting is called social communication. Human first learn to communicate usually with parents and relations who are social beings. From the beginning of our lives till death we spend much of our time in social communication. At every step of our lives whether as child, adolescent, young, adult, old, parent, relation or friend we communicate socially with those around us. Social communication is usually informal.

    Difference between Social and Business Communication:

The following difference may be identified between social and business communication;

|Points of difference |Social communication                                       |Business communication                                     |
|Definition           |Communication occurred in a social setting is called social|Communication takes place in a business world for           |
|                     |communication.                                             |organizing and administrating business is called business 

|
|                     |                                                           |communication.                                             |
|Nature               |Social communication is relaxed, informal and often         |Business communication is more formal and organized.       |
|                     |friendly.                                                   |                                                           |
|Scope                 |As social communication takes place in a society so its     |Business communication is occurred in a business world, so |
|                     |scope is very wide.                                         |its scope is narrower than social communication.           |
|Beginning             |It starts from the very beginning of our lives.             |It takes place from a certain age of our lives.             |
|Purpose               |It is usually concerned with pleasantries.                 |Its main purpose is getting things done by the receiver.   |
|Content               |Social communication is full of personal news and is       |Business communication only contains the news related to   |
|                     |informal in language and styles.                           |business.                                                   |
|Rigidity             |Social communication follows no rigid structure.           |Business communication follows a planned layout rigidly.   |

  So, from above difference we may conclude by saying that social communication means the communication which we always use to express our opinion, happiness, distress, thought etc. and business communication means that communication which is done for the business activities.

    Communication process/cycle:

Communication process

is an aggregate of many steps or operations involved in the transmission of a message. In other words, the total number of activities performed one after another in the exchange of a message between two or more person is called a communication process.

      Different experts define communication process as follows:

“Communication process is a system that involves an interrelated, interdependent group of elements working together as a whole to achieve a desired outcome or goal
        (Barker)
“Communication process is the cyclical interaction of sender, encoding, message, channel, receiver, decoding, feedback and noise”.                           (David K. Barlo)
So, we can conclude that a communication process is a cyclical or sequential system of ideation, encoding, and transmitting, receiving, decoding, understanding and finally proving feedback.
    Steps in communication process

Communication process consists of six distinct but interrelated stages.   Every stage is equally important for effective communication. The steps that construct communication cycle are stated below:

  1. Conceive the message: The first step in communication process is to frame and develop an idea in the communicators mind. This idea is developed in one’s mind as a result of an internal impulse of external stimulus of some kind or both.

  2. Encode the message: This stage involves putting the idea or information into an appropriate form suitable to the sender, the recipient and the aim. Think before reaching for your phone of putting fingers to keyboard. Decide first what specific outcomes you want from the communication. This will help you choose whether words will suffice, whether a printed record is necessary and whether graphics are appropriate.

It will also help you chose appropriate language and tone.

  3. Select appropriate channel: This stage is where the message is actually sent and the information is transferred. The technological revolution has brought about a wide range of telecommunication methods. You must consider all aspects; speed, cost, quick receipt, printed record, confidentiality etc and make an intelligent decision before sending your message. Time and money can be wasted if the wrong medial is chosen.

  4. Decode the message: Because so many messages arrive in offices today, it is important to ensure that they are routed promptly and given the attention they deserve. TO achieve success at this stage it is also important to take the trouble to ensure that the recipient will understand the language and vocabulary.

  5. Interpret the message: Very often it is necessary to read between the lines. It is always important to consider carefully the tone used in your communication so that the correct message is received.

      [pic]

  6. Feedback: The communication process cannot be successful without appropriate feedback. In oral communication this is often immediate, in meetings the audience may nod or smile to show understanding and agreement. But with written messages courtesy and discipline are important to acknowledge receipt of messages until a full and appropriate response can be given.

  Every step of communication stated above is important for communication. Absence of any one step of these turns the communication into vain.

Essential Qualities of Communication:

An effective communication helps the business entity to achieve its goal. But to ensure such some conditions are to be fulfilled which are:
  1. Thought: Efficient communication is created

through appropriate thought. Now day’s scientific and constructive thoughts are considered to be essential elements of ideal communication.

  2. Planning: Planning means what is to be done in future. So communicator must plan about topic, presentation system, time, place and others...

  3. A definite purpose: Each communication must bear a definite purpose to be effective.

  4. Timeliness: A stitch in time saves nine is a common proverb in English. So communication must happen in time.

  5. Conciseness: Communication should consider the relevant facts to create a meaningful picture in the mind of related parties

  6. Completeness: Communication should not be partial. It must be in details covering all related aspects.

  7. Correctness: Mistake in words sentences or punctuation may create confusion in the mind of sender as well as receiver. So related parties to communication should be conscious regarding correctness.

  8. Clarity: Communicator must be straight forward with the message he wants to send to the receiver. Lack of clarity may cause misconception.

  9. Persuasiveness: Persuasiveness in business is considered to be prime quality. So communication must persuade the receiver to fulfill the desired objective.

  10. Feedback system: Good communication requires response from the receiver of the communication. This response is known as feedback which completes the process of communication.

  11. Mutual interest: Communication should occur in such a way that both sender and receiver find their own interest. Such mutual interest should be given importance to make communication effective.

  12. Simplicity: The message should be given in simple words so that the receiver can understand properly about the intention of the

sender. Use of complex or vague words will make fruitless communication.

  13. Selection of media: According to nature and importance of communication, communicator should select the right channel to communicate his message or information.

  14. Relationship between the sender and the receiver: During communication, the relationship between the sender and the receiver should be considered. If communication is made considering such relationship then communication would be a fruitful one.

  15. Creation of appropriate environment: Effective communication requires creation of appropriate environment, otherwise communication would be worthless.

  16. Free from hypocrisy: There should be consistence between the word and work of the communicator. Lack of such consistency will represent the sender to be a hypocrite.

  17. Others: Effective communication also needs voice control, good listening, maintenance of goodwill, consultation etc.

In fine we can say that communication must be effective to achieve the goals of the enterprise. So the above mentioned factors should strictly be followed in communication.

How communication is Related to Management:

Communication is the essence of organization. Organizational activities depend on communication. It is one of the most important facilitator of managerial activities. How management is related to communication can be easily understood from the following aspects;

Management: Management means planning, organizing, directing, motivating, and controlling. To do such functions managers must maintain active and effective communication.

    I. Planning: To make plan managers must collect various information, exchange words, consult with others and take decision. All these activities require communication.

    II. Organizing:   Organizing land, labour, capital and other resources is very important for achieving targets. And for this communication is essential.

  III. Directing: To execute the plan subordinates need to be directed by manager. And through communication managers give direction, advice, necessary information to subordinates.

    IV. Controlling: Whether activities are functioning properly or not is required to be checked regularly and therefore communication is a pre-requisite here to collect information.

Duties of executives:
      Managers are concerned to inform subordinates with various information, explain plan and policies taken by the respective department, giving order for work and idea for how to work, collecting information from internal as well as external sources, giving advices as required by the subordinates, motivating subordinates to work efficiently, continuous connection with the top level management etc. And for the performance of these activities communication is essential for the manager.

      From the above discussion it is clear that all managerial functions as well as the function of an executive cannot be possible if there is no communication. So management and communication is interrelated.

Chapter No: 02

CONCEPT OF COMMUNICATION

      Communication is an inevitable part of our life. We are born with communication, live with communication and die with communication. It is a process of sending and receiving messages. It is concerned with all ways of sending messages through speaking, writing, drawing, gesturing and so on. So, we can say that communication is the process of transmitting meanings, ideas and understanding of a person or a group to another person or group.

            Finally,

it can be said that communication is pervasive in our life. Again good communication is very important to every part of business. So, business needs good communicators but most people do not communicate well. Who will improve their communication ability they will improve their chances for success. To improve communication ability a person need to know about communication methods, Medias and channels. By knowing the advantages and disadvantages of those Medias, it is easy to choose the best media for the best communication.

CHANNELS OF COMMUNICATION

            A communication channel is one of the most important elements in the communication process. A channel of communication may be defined as any means or way used for transmitting messages from the source to the destination. Without any channel, no communication can take place.

      Dunham defines as, “A channel of communication is the physical medium for”transmitting of a messages.

      According to Barker, “Communication channels are the means by
Which messages are communicated?”

            Communication channels can be divided into two-
          1) Human and
          2) Mechanical.

        Human channels Utilize the natural senses and therefore including

transmission devices like speech, sight and body movement. On the other side, mechanical channels assist in the transmission of messages beyond the capability of human body and can involve a wide range of devices such as letters, newspapers, and telephone, television and computer networks.

DIFFERENCES BETWEEN MEDIUM AND CHANNEL

            Some authors used the word ‘medium’ and ‘channel’ to mean the same thing while some others made a minor distinction between the two terms. These are described below-

|Sl. No: 

  |Subject               |Medium                                             |Channel                                           |
|(1)         |                     |Communication medium is the method used to convey |Communication channel means by which messages are |
|           |Definition           |messages to the intended receiver.                 |communicated.                                     |
|(2)         |                     |Medium is used as the larger group of ways of     |Channel is used as the means by which the messages|
|           |Use                   |communication.                                     |are conveyed                                       |
|(3)         |Ways of expressing   |Medium is the way of expressing thoughts and       |Channel is that via, which can send the written or|
|           |Thoughts             |intent of the communication.                       |oral messages.                                     |
|(4)         |                     |Medium can be divided into three-                 |A channel can be internal mail service, public     |
|           |Types                 |1/ Verbal                                         |postal service, telephone system etc.             |
|           |                     |2/ Non-verbal and                                 |                                                   |
|           |                     |3/ Electronic.                                     |                                                   |

TYPES OF COMMUNICATION MEDIA OR METHODS

            Media of communication mean methods or ways that are used in transmitting messages from sender to receiver. Media of communication mainly relates to the use of language in communication. Based on the language used,

communication media can broadly be categorized into three types. These are:

          1) Verbal media,

          2) Non-verbal media and

          3) Electronic media
These are also divided into various types. These are shown in the chart given next page:

Figure: Methods/Types of Communication

                DIFINATION OF VERBAL COMMUNICALTION

      When communication is based on language, it is called verbal Communication. It is one of the important Methods of Business Communication. It may be writhen or oral communication. Some Popular definitions are given below.

      Accordion to Bovey and others “Verbal Communication is the expression of information through language which is composed of words and grammars.

      According to Bartol and Martin defined “Verbal communication is the written or oral use of words to communicate “

      In the opinion of I.M.P and othens, “verbal communication consists of sharing thoughts through the meaning of words”.

      At last, we can say that, verbal communication is the communication where information is exchanged through words.

MEANING OF NON-VERBAL COMMUNICATION

      Actually Non verbal communication is the opposite of verbal communication. This means that communication involves neither written nor spoken words but uses symbols other than word or Language is known as non verbal communication. A series of symbols Such as facial expressions, hand gestures, Pictures etc are designed to communicate a message. Some specialist definition is given bellow.

      According to L.C Bovee and others defined that, “Non–verbal communication means our communication that involves expresses information without words through gesture and Behavior”

      According to Lesikar and Pettit defined

that, “Non- verbal communication means our communication that involves neither written non spoken words but occurs without the use of words”

      So, we can say that non –verbal communication is the way of communication where no written or oral word is used. Instead of it’s, various physical movements’ tasks, colors, signal etc are used to expirer’s feelings, attitudes or wishes.

      DISTINGUISH BETWEEN VERBAL AND NON-VERBAL-COMMUNICATION

      Any communication takes either verbal or non-verbal. Although both of them are the methods of Communication, there are some distinctions between them.

      |Points of different                           |Verbal                                         |Non-verbal                                     |
|i) Definition                                 |when information is exchanged through words,   |When communication occurs using neither any   |
|                                               |it is called verbal communication             |spoken non any written word, it is termed as   |
|                                               |                                               |non-verbal             communication.         |
|ii) Types                                     |verbal communication are two types, such       |Non-verbal communication takes place through   |
|                                               |written and oral                               |picture symbols, gestures etc.                 |
|iii) uses of word                             |In this communication uses either written or   |Non-verbal communication is a non-words       |
|                                               |oral words.                                   |communication                                 |
|iv) Difficulty

in understanding               |People can easily understand verbal           |Non-verbal communication is more difficult to |
|                                               |communication.                                 |understand                                     |
|v) Variability in interpretation               |Interpretation of verbal Massage may not vary |Interpretation of non-verbal communication may|
|                                               |significantly.                                 |vary from Person to Person.                   |
|vi) Structured                                 |Verbal communication tends to be highly       |Non-verbal communication is less structured.   |
|                                               |structured.                                   |                                               |
|vii) consciousness                             |verbal communication usually occurs           |This type of communication takes place more   |
|                                               |consciously                                   |often unconsciously.                           |

ELECTRONIC COMMUNICATION

      When Communication through electronic media like   ( Fax, Telex, E-mail, Internet etc) is known as electronic communication. In modern time, People use widely electronic device for communication in business as well as in their social and Personal life such type of communication may be either written or oral.

      In the opinion of L.c Bovee and others, “Electronic communication is the transmission of information using advanced techniques such as computer modem voice mail, electronic mail, teleconferencing and private television networks.”

      From the above discussion, we can say that, Electronic communication

is that type of communication where information is exchanged by means of various electronic devices.

ADVENTAGES / IMPORTANCE OF ELECTRONIC COMMUNICATION

  Electronic communication has brought about a revolutionary change in the field of communication. One cannot think of modern life and modern Business without electronic communication. It has some advantages. Which are given below :-

1) The quickest means of communication: - The important advantage of electronic communication is quick transmission of information with the help of electronic media; one can transmit information to a distinct receiver just within a few Seconds.

2) Overcoming Space Barrier|:- Information can send very quickly to any Location in the world provided the location is within purview of communication networks.

(3) Communication Large volume of information: - People can easily send Lange volume of information with the help of electronic device such as E-mail. One can attach writings of hundred Pages easily.

(4) Lowest communication cost: - Electronic communication is not only Saves time but also money. E-mail, Fax. Voicemail etc help to minimize cost than the traditional means of a Posting a letter.

(5) Help to instant decision making:-with the help of electronic communication, managers can take instant or quick decision. With the click of computer, they can get available Business information at any time from any where in the world.

(6) Easy Preservation of information:-Electronic device can store huge volume of information that can use in any time as a result manual file is decreasing day by day.

(7) Wide coverage: - Through Electronic communication, one can send information to many receiver who are located in different places.

      Finally,

we can say that, the benefits of electronic communication have no bounds. with the help of it, the world has turned into a single global village, in the other words, modern world is the gift of modern communication technologies.

ORAL COMMUNICATION

Meaning of oral communication:-

      The meaning of oral communication means exchanged messages orally. On other, when communication takes place orally. It is called oral communication. No doubt, it is word communication. In writing in this system of communication massager are exchanged between a communication and a communicatee direct in through face to-face conversation or group discussion. It may also occur through telephone calls, radio. T.V etc.

Oral communication is the most effective way to send feelings, opinions of a communicator.

      According to Bovee. Thill and Sehazman, “Oral communication is the expression of idea through the spoken words”

      L.C. Bovee told that, “Oral communication expresses idea through the spoken words”

      So at last we can say that oral communication is nothing but exchange   idea through the spoken words.

CHANNELS OR METHODS OF ORAL COMMUNICATION

Media or methods of oral communication may be classified in to two broad groups such as,

      a. Non-mechanical or non-electronic way /media of oral communication. and ,

      b. Mechanical or electronic ways/media of oral communication.

(A) Non- Mechanical media:-

Various media of non-mechanical oral communication are discussed below:-

(1) Conversation:-Face –to-face conversation is the most common methods of oral communication. When some people informally exchange their opinions among them in any place and at any time, it is conversation.

(2) Interview: Talking or discussions a 

predetermined subject between an interviewer and an interviewee is eagles an interview.

(3) Group discussion: Through this system of communication, an aide is exchanged through the discussion of a group of people. It may also be termed a committee meeting.

(4) Meeting: Meeting is the assembly of some people in a common place to discuss any matter. In meeting, participants discuss the selected matter and lastly take decision on consensus. Meeting may be various types such as, board meeting, annual general meeting statutory meeting.

(5)Conference: Conference is very commonly used media of oral communication. It is arranged to discuss any important issue with the interested people on that issue. There are various types of conferences like, press conference, workers conference, political conference and so an.

(6) Dias speech: Now-a-days Business leaders arrange dais speech to inform any matter to the general people.

(7) Party Program: Sometimes various types of parties are arranged to discuses opinion, exchanging greeting feelings, idea wishes and etc. such as, tea party, launch party, dinner party, birthday party etc.

(8) Lectures: Lecture is one of the effective media of oral communication. This method is used to communicate with the trainees and students.

(9) Others: Others mean Advisory board, Training course, special prize giving ceremony and so on.

  ( B ) Mechanical or electronic media of oral communication:

  Various types of machines or technologies are used to exchange information in oral communication; ideas, feelings and opinions views between sender and receiver. Now below the discuses of widely used mechanical media of oral communication:

  1. Telephone: Telephone is the most common and widely used mechanical media

of oral communication. Now-a-day, without telephone we cannot think of conducting business information. In the past, fixed line telephone was used but in modern time cell phones are more commonly used.

  2. Television: Television is also an important media of oral communication television is not also more effective media of oral communication in business but also in social life.

  3. Radio: Radio is an important media of oral communication. Radio transmits important news for general people.

  4. Video-conference: Video-conference is the latest electronic technologies of oral communication. Video confirming is the exchange of message between individuals or groups of people who are geographically dispersed. In video-conference, the participater not only hears but also sees each other. It is a very expressive media of oral communication.

PRINCIPLES/GUIDELINES OF ORAL COMMUNICATION

To make oral communication successful, communications should follow some basic principles or guidelines or essentials. The principles to be followed in oral communication are as follows:

      1) Taking preparation: The communicator should take necessary preparation before delivering the speech. Here preparation means thinking, analyzing and planning the message to be delivered.

      2) Preparing a draft of the speech: The communicator should make a draft copy of the speech. The make the speech attractive, the speaker can practice the draft copy at home.

      3) Using simple words: In oral communication the speaker should use simple and familiar words. Because of simple and familiar words can easily attract the interest of the listeners. We should avoid confusion words.

      4) Clear pronunciation: To make the speech attractive and effective the speaker

should have some skills. Oral communication depends on clear pronunciation.

      5) Speaking slowly: Slow speaking is very effective for clear understanding if the speaker speaks very rapidly, the listeners may fail to follow him. The speaker should slow speaking for making the message understandable to the audience.

      6) Control of voice: We know that oral communication means communicates others through spoken words. So voice is an important matter of oral communication. If the voice of the speaker not clear, than the message is not understandable for listeners.

      7) Attractive presentation: Attractive presentation is another important principle to make oral communication effective. A speaker should use very lucid language and sweet voice. So as to attract is the receiver’s attention easily.

      8) People’s concentration: Most people lose concentration after listening for a few minutes Before passing on to the next one to make the audience attentive by making a joke or comic so of tin.

      9) Strong personality: Strong personality is another principle of oral communication. The presenter can draw the attention of his audiences by strong personality. Personality of the speaker depends on his courtesy, dresses, manner, and conversation style and so on.

      10) Repeating key words: When the speaker speaks very rapidly and using less familiar words then the audiences may fail to understand the message clearly that time speaker should repeat the key words more than once. This helps the audiences to understand.

      11) Courteous: Courtesy costs nothing but may present many things. So a speaker should be courteous while speaking with audiences.

ADVANTAGES OF ORAL COMMUNICATION OR IMPORTANCE OF ORAL COMMUNICATION

Nowadays 

oral communication provides a number of advantages or merits to it users. In Business, it is found that managers spend about 74 percent of their time in communication orally. In one survey 55 percent of executives sampled that their own written communication skills were poor so they prefer oral communication some of the major advantages of oral communication are described below:

    1. Quick and Prompt transmission: Another primary advantage is that, oral communication is direct in nature. It ensures speedy and prompt transmission of message from the sender to the receiver.

    2. Close contract: Oral communications are merits close contract between speaker and audiences. There can effectively communicate with each to other.

    3. Time saving: Oral communication transmits messages instantly. Where it needs rapid action, it is best to send a message orally. They transmit a message through a telephone call.

    4. Saving cost: when oral communication is done within the organization by means of face-to-face conversation, it certainly saves money. That time, it does not require to pay telephone,       E-mail bills and to buy paper, pen or other stationeries.

    5. Motivation: Senior Officers and sub ordinate staff can sit face to face and exchange their views directly. Such that they are motivates to their works.

    6. Powerful means: Speech is considered to be more powerful means of persuasion and control. For this strength, most of the speaker prefers oral communication to written communication.

    7. Quick feed back: Quick feed back is another important advantage of oral communication. The sender can get quick feed back and can provide further information to convey the message.

    8. Friendly Relations: The informal nature of oral communication

helps to promote friendly relations between communicator and communicate.

    9. Creating understanding: It is impossible to achieve organization goals without understanding among the managers of the organization. It is more powerful than written communication.

  10.   Avoiding formalities: Oral communication does not maintain excessive formalities as written communication. The parties can exchange their information, wishes at their convenient time and place. It helps in avoiding excessive formalities.

  11.   Communication with illiterate persons: Oral communication is the best method of communication with illiterate people. The illiterate people cannot read and write. There fore, oral communication is only the way to exchange ideas, information, feeling, opinions etc. with them.

  12.   Special fields of use: Oral communication is only the best effective method of communication with groups at meeting, seminars and assemblies.

DISADVANTAGES OF ORAL COMMUNICATION

Through oral communication is the most widely used method of communication but it also suffers from certain drawbacks, which are described below;

  1. No Record: In oral communication, messages are not preserved and hence they are no where to be found in the record book. Naturally, these messages cannot be referred back in the future.

  2. Leakage of secret information: At the time of communicating with others orally, the communicator may carelessly express secret information in front of other outside party. This brings unpleasant consequences for the business.

  3. Limited use: Oral communication is found suitable when messages are not lengthy. But if messages are voluminous, they are not suitable for oral transmission because of the likelihood of some important

messages being missed.

  4. Lack of understanding: In oral communication there is every possibility that the spoken words are not clearly heard or understood, therefore there is a change of misunderstanding.

  5. Expensive: To transmit messages at a distant place, costly mechanical devices like telephone, television etc. are to be used. On the other hand, if conferences and meetings are held, then also expenses are to be incurred on entertainment.

  6. Late Decision: It takes time to reach decisions. At the beginning stage, sometime is liked in the discussion of some personal matters. Besides, some time is also wasted for irrelevant discussion. In this way decision making is delayed.

  7. Confused speech: Sometimes a recover fail to understand the meaning of a message due to the stammering habit or indistinct pronunciation of the speaker. The purpose of communication becomes difficult to be achieved through such communication.

  8. Time consuming: Sometimes oral communication becomes time consuming, especially in meeting and conferences where nothing comes out after long discussion.

  9. Others: (I) Inaccuracy (ii) Distorted meaning (iii) No legal validity (iv) Problems in presentation (v) Emotion (vi) Less weight

Under what circumstances oral communication is more effective:

The nature of advantages emerging from oral communication makes it more effective (than written communication) in certain conditions. Under the following circumstances, oral communication plays more effective role than written communication.

  1. Immediate Response: For effective communication feed back is a must. If any response needs to be known immediately it can be done better through oral communication.

  2. Maintaining secrecy: Oral communication

is best suited when information is to be kept secret. Written communication leaks secrecy as the message passes from hand to hand.

  3. Illiterate receivers: When the receivers are illiterate, written communication is meaningless to them. Oral communication is only the way to communicate with them.

  4. Oral Explanation: If any instruction or method of doing a work needs elaborate discussion, oral communication will best serve the purpose.

  5. Value of Time: If sufficient time’s not available to exchange a message, oral communication will be best suited to exchanges views between the communicator and communicate within a short span of time.

  6. Avoiding Bureaucratic Complexities: Bureaucratic Complexity delays the communication. In order to avoid any delay caused by bureaucracy or red-tapes, oral communicator should be used instead of written communication.

  7. Direct Relations: Sometimes a communication wishes to contract directly with communicate. In that case, oral communication is more helpful.

WRITTEN COMMUNICATION

            Written communication is one kind of verbal communication. It means exchanging information in written words. Some popular definitions of written communication are given below:
            According to Bovee and others, “Written communication is the expression of ideas through words that are meant to be read.”

            According to M. Omar Ali, “A message communicated in written form is known as written communication.”

            Rajendra Pal and J. S. Korla said, “Everything that has to be written and transmitted in the written form fall in the area of written communication.”

            In final, it is said that the messages that are transmitted in written form are as the written communication.

There have many types of written communication. This are-
        (1) Letter,             (2) Memo (Memorandum),     (3) Report,

        (4) Graphs/charts, (5) Staff newsletters,           (6) E-mail
        ,
        (7) Fax,                 (8) Form/Questionnaire,       (9) Notice,

        (10) Minutes etc.

CHARACTERISTICS OF A GOOD WRITTEN COMMUNICATION

Characteristics of a good written communication are discussed below:

1) Easy language: Easy language should be used in written communication .The sentences of written communication must be understandable to the reader.

2) Structure: Definite structure must be followed in drafting any written document. Every written form has its own structure.

3) Accurate and precise: A good written document must be accurate and precise. Written communication insists on greater accuracy and precision.

4) Direct speech: A Direct speech should be used in written communication. Indirect and passive sentences must be avoided.

5) Paragraph Design: A good written communication bears a paragraph design. Paragraphing is also important to clear communication.

6) Error less: A good written document must be free from error in both grammar and language.

7) You –Attitude: There must be you attitude in written communication. The reader can be impressed for this.

Personal and organizational images: A good written communication bears the personal image of the written it also increases the organizational image as a whole.

MEDLAS OF WRITTEN COMMUNICATION

The Medias of written communication can be classified as follows.

  ( A ) Medias of written communication for Management:

1) Special Management Bulletin: The bulletin which is issued for emergency matters related to management is

called special management bulletin. This kind of bulletin must be published promptly.

2) Management News copy: The less important management issues are published in this news copy. Generally this news copy is published weekly.

3) Formal Management Report: Formal Management report is one the most important Medias of written communication for management. It emphasizes the upward communication.

4) Officers’ Notebook/Handbook Sometimes high officials are given handbook of the company in which rules. Procedures, principles, work facilities are stated. It acts as a guide of the officer.

5) Publications: Some organizations publish special journals/ publications for the high level officer. It provides officers information about lost-reduces, safety system, decreases, of accident, improvement of quality etc.

( B ) Medias of written communication for Employees:

1. Bulletin for Employees: Bulletin is published to inform the employees of emergency and important matters within a very short time. Generally it is hanged on a notice board.

2. Newspaper: Newspaper is a wide used media to communicate with employees. Companies planning Policy, procedure objectives, problems are published in it to inform the employees. Generally it is published weekly.

3. Publication of Monthly Paper: Some large companies publish it to inform everything to the employees. Company’s role and plan are also stated here.

4. Letters: Letter is one of the most important Medias of written communication for employees. Sometimes the higher authority sends letter to the employees without asking any response.

5. Employee’s Notebook: Sometimes the management supplies notebook to the employees in which speech of executives, history of the organization. Planning, policy, order

to the work are stated.

6. Reading Rack: Necessary books for the employees can be arranged in the shelf so that they can read and get knowledge.

7. Notice: Notice is an important media to communicate with employees. By which the employees are invited to attend a special meeting.

8. Internal Circular: It is one of the most important Medias of written communication. It is used for internal communication. When all the employees are informed at a time internal circular is used.

9. Daily Newspaper: Daily newspaper is used to warn the employees due to long absence from the organization. Sometime it is used as a precious notice before termination.

10. Complain Book: A complain book can be kept in a definite place so that the employees can write their complaints in it.

11. Memo: Memo is a popular media of internal written communication. Memo is a short form of letter usually used to communicate with the employees of the same organization etc.

12. Other Medias:

    i) Salary Envelope

    ii) Annual Financial Reports/Statements

  iii) note Sheet

    iv) Question Box

    v) Essay Competition etc.

ADVANTAGES OF WRITTEN COMMUNICATION

There are some advantages of written communication. They are discussed below:

1) Easy to Preserve: The documents of written communication are easy to preserve. Oral and Non-verbal communication cannot be preserve. If it is needed, important information can be collected from the preserved documents.

2) Easy presentation of complex matter: Written communication is the best way to represent any complex matter easily and attractively.

3) Easy to Verify: The information and messages that are preserved can be verified easily. If there arises any misunderstanding, any party can easily verify

the information.

4) Prevention of wastage of time and money:   written communication prevents the wastage of money and time. Without meeting with each other the communicator and communicate can exchange their views.

5) Accurate Presentation: Through the documents of written communication top executive can present the information more accurately and clearly. As it is a legal document everybody takes much care to draft it.

6) Uses as reference: If it is needed, written communication can be used as future reference.

7) Delegation of authority: Written communication can help the authority to delegate the power and authority to the subordinate. It is quite impossible to delegate power without a written document.

8) Longevity: Written document can be preserved for a long time easily. That is why; all the important issues of an organization should be black and white.

9) Effective communication: Written communication helps to make communication effective. It is more dependable and effective than those of other forms of communication.

10) Maintaining image: Written communication helps to maintain the images of both the person and the organization. It also protects the images of the company/organization.

11) Proper information: It is a proper and complete communication system. There is no opportunity to include any unnecessary information in a written document.

12) Less distortion possibility: In this communication system information is recorded permanently. So there is less possibility of distortion and alteration of the information.

13) No opportunity to misinterpret: there is any opportunity to misinterpret the information/messages of written communication.

14) Controlling tool: Written communication can help to control the organizational

activity. The written document may be used as a tool of controlling.

DISADVANTAGES/LIMITATIONS OF WRITTEN COMMUNICATION

The limitations and disadvantages of written communication are given below:

1) Expensive: Written communication is comparatively expensive. For these communication paper pen, ink, type writer celestial machine, computer and a large number of employees are needed.

2) Time consuming: Written communication takes too to communicate with others. It is a time consuming media. It costs the valuable time of the both the writer and the reader.

3) Red-Taoism: Red-Taoism is one of the most disadvantages of written communication. It means to take time for approval of a project.

4) Useless for illiterate person: It messages receiver is illiterate, written communication is quite impossible. This is the major disadvantage of written communication

5) Difficult to maintain secrecy: It is an unexpected media to keep business secrecy. Secrecy is not always possible to maintain through written communication because it needs to discuss everything in black and white.

6) Lack of flexibility: Lack of flexibility is one of the most important limitations of written communication because written document can not be changed easily.

7) Delay in response: It takes much time to get response from the message receiver; prompt response is not possible in case of written communication that is possible in oral communication.

8) Harmful to quick decision: Written communication takes much time to communicate with all the parties concerned. So the decision maker can not take decision quickly.

9) Cost in record keeping: It is very difficult and expensive to keep all the records in written communication.

10) Complex words: Sometime

the writer uses complex words in writing a message. It becomes difficult to meaning out to the reader. So the objectives of the communication may loss.

11) No direct relation: If there is no direct relation between the writer and the reader, writer communication can not help to establish a direct relation between them.

12) Other:     ─ Prompt feedback is impossible;

          ─ Lack of quick clarification;

          ─ Slowness;

          ─ Bureaucratic attitude;

          ─ Understanding problem between boss and subordinates.

DIFFERENCES BETWEEN ORAL AND WRITTEN COMMUNICATION

      Oral communication and written communication are two important forms of verbal communication. Prime differences between them are presented below;

|Subjects of Differences                       |Oral communication                           |Written communication                         |
|1. Definition                                 |When communication takes place orally, it is |A message communicated in a written from is   |
|                                             |called oral communication                     |known as written communication               |
|2. Record                                     |By nature, oral communication has no record   |Written communication provides document for   |
|                                             |if other wish it is recorded in cassette or   |permanent record.                             |
|                                             |disk.                                         |                                             |
|3. Media                                     |Its media are oral in nature such as         |Its media are written in nature such as       |
|                                   

          |telephone talks, face to face discussion etc |letters, memos etc.                           |
|4. Feed back                                 |Oral communication provides immediate feed   |Feed back in written communication is delayed|
|                                             |back                                         |                                             |
|5. Formality                                 |Formalities are not so much strictly observed|Written communication needs formalities to be|
|                                             |in oral communication                         |observed                                     |
|6. Suitability                               |Oral communication is suitable for illiterate|It is suitable for educated people           |
|                                             |people                                       |                                             |
|7. Time factor                               |It takes less time to send a message orally   |It takes time to get the message ready in a   |
|                                             |                                             |written form so it is a time consuming method|
|8. Use as reference                           |Oral communication cannot be used as a source|Written documents can be used as a source of |
|                                             |of future reference                           |reference                                     |

      Media of Non-Verbal Communication or, Types of Non-Verbal communication

      Non-verbal communication can take many forms depending on the situation, ability of communicator etc. According to one estimate, there are more than 0.70 million forms of non-verbal communication.

Non-verbal

communications are divided into various types. These are shown in the chart given below:

ABOVE ALL TYPES OF NON-VERBAL COMMUNICATION ARE DESCRIBED BELOW IN BRIEFLY

Visual communication:

      When communication is done through a visual technique it is called visual communication. It can give better results when used in combination with other media. This visual communication may take the fallowing from:

1) Body language: The main types of non-verbal communication are body language. Gestures and postures used for communicating a message are called body language. Message can be transmitted with the help of different movements of the body. For example, positive attitudes toward another person are shown by frequent gesticulation.

2) Proxemics: Placement of one’s body in spatial relations with some one else’s body can be used to convey a message.

3) Clothing, dress and Appearance: External appearance is an anther symbol of non-verbal communication It can play a vital role to communicate others. Our clothes and dresses provide a good visual signal to our interest, age, taste and sex.

      Example: Seeing the dress of two army officers, we can easily determine their job status.

4) Use of time: Another type of non-verbal communication involves time. That is, how we give meaning to time communicates to others.

5) Communication through action: Action acts as the best means of communication. A communicator can better convey his messages through doing job.

6) Others: Besides the above mentioned media for visual communication, printed pictures, poster, slides, film strips, traffic light and executive light etc. are also used for conveying messages to others and all these are commonly used techniques for visual communication.

AUDIBLE

COMMUNICATION

When messages are transmitted through sound only, it is called audio-communication usual techniques for audio-communication is:

1) Paralanguage: Paralanguage literally means “like language” Humans by nature, attach more importance to the way something is said than to what is said. Emotional states of mind can also be better communication through this means.

2) Siren: Siren is one of the important means of non-verbal communication. It conveys different meaning at different times. for example, during a war, siren is used to alert the inhabitants of war-affected localities to take safe-shelter.

3) Calling Bell: When a person desiring to call another person, presses the button of the calling bell, it makes sound. This sound indicates that the caller wants somebody.

4) Ringing Bell: It is also another means of non-verbal communication. As for example, a railway stationmaster through ringing the bell permits the standing train to leave the station.

Audio Visual communication

When communication is done through sight and sound, it is called audiovisual communication. In combines both the audible and visual techniques for transmitting messages. As for example hearing the whistling and seeing the light/flag of the guard, the driver starts the train to leave.

Silent communication:

When no words are used, no gestures, postures are made and yet the message gets across, then it is called silent communicating.

Silence can communicate a number of responses. When a teacher enters into the classroom, the students who have been talking earlier suddenly remain silent. This silent shows respect to the teacher. Similarly negative responses may also be communicated through silence.

Various Media of Electronic Communication

Now

a day, communication is treated as the life-blood of all economic and social activities. The success of communication depends on rapid and accurate transmission. Electronic devices facilitate in transmitting information rapidly and accurately. People can communicate electronically by using different oral and written media. The popular media of electronic communication are discussed below:

      E-mail: E-mail is the short form of electronic mail. It is a communication from one computer to another via Internet. When one computer is connected with the internet, the user can send a message to a receiver whose computer is also connected with the internet. In e-mail, both the sender and receiver must have specific e-mail addresses like souravtalukdar90@gmail.com.. Non-business users normally use various portals like yahoo, hotmail, mail.com, g-mail etc. to open e-mail address. When the computer receives a new message, it is automatically stored in the mail box and the user can check the mails at his/her convenient time.

      Voice-mail: Voice mail is another recently developed medium of electronic communication. It is similar to e-mail with the difference that voice-mail is an oral medium of electronic communication where as, e-mail is a written medium of electronic communication. Here oral message is sent to the receiver. It requires a computer, a voice recorder, and telephone connection to transmit and store the oral message in digital form. It is a very useful means of transmitting short oral message to someone who is not immediately available.

      Fax: Fax stands for Fractional Airspace Xerox. Fax is one of the most popular and widely used means of modern communication. It is also commonly termed as facsimile. Message can be transmitted

through fax almost instantly. Facsimile machine sends a scan copy of the message over telephone from one place to another. Identical copy of printed documents including pictures, photographs, charts and graphics can easily be transmitted trough fax to any one who also has a similar machine.

Teleconferencing: Teleconferencing is a group meeting or group discussion of people who are in different geographic locations. It is a method of face-to-face communication using electronic devices. Teleconferencing may be of the following two types:

a. Audio Conferencing: Audio teleconference is a type of conference in which distant participants exchange their oral messages. Here the participants can only hear the voice.

    b. Video Conferencing: In video teleconference, the participants can hear and see each other. Each individual taking part in video conferencing has to enter into a separate television studio equipped with video camera, microphone, and monitor. This kind of communication is very expensive.

      Bulletin Board: Bulletin board is an online notice board. Different groups or organizations create bulletin board on the internet to display notices and circulars of various events. Any member of the group or organization can get the message from the bulletin board at any time if his computer is connected with internet.

      Internet: Internet is a revolutionary invention in the field of information and communication technology. It has dramatically changed the pace of communication globally. Internet may be defined as the network of networks or accumulation of smaller networks that are connected through telephone lines, satellite or radio links. It is accessible to individuals, organizations, educational institutions and government agencies.

      Multimedia: Multimedia is a combination of many media brought together to convey a message. These media can include graphics photo, music, voice text and animations. When these elements are placed together on computer screen, it is termed as multimedia. Multimedia is very useful in advertising and publicity campaign.

Advantages/Importance of Electronic communication

      Electronic communication plays an important role in modern business and society. One cannot think of passing modern life and managing modern business without electronic communication. Some points are mentioned below highlighting the significance of electronic communication:

        i) Quick transmission of information: The greatest advantage of electronic communication is the quick transmission of information. With the help of electronic media, one can send information to a distant receiver just within a few seconds.

      ii) Communicating large volume of information: People can send large volume of information with the help of electronic devices. Through e-mail, one can attach writings of hundred pages easily.

      iii) Wide coverage: Through electronic communication, one can transmit information to many receivers who are located in different places. With the help of electronic devices like satellite, people conquered distance and the whole world has now turned into a global village.

      iv) Lowering communication cost: Electronic communication not only saves time but also money. Electronic communication such as e-mail requires less cost than the traditional means of posting a letter.

        v) Making instant business decision: With the help of electronic communication, managers can take instant or quick decisions. With a click of computer, they can obtain

information at any time from any time from any where in the world. This helps in making quick decision and ensures better management of business.

      Finally, we can conclude that the benefits of electronic communication know no bounds. With the contribution of electronic communication, the world has turned into a single global village. Due to rapid advancement of electronic communication, global trade and investment activities have attained a momentum. In a sense, modern world is the gift of modern communication technologies.

Meaning of Internet

      Internet is a revolutionary invention in the field of information and communication technology. It has dramatically changed the pace of communication throughout the world. Internet may be defined as the network of networks or accumulation of smaller networks that are connected through telephone lines, satellite or radio links. It links thousands of similar computer networks and millions of individual computer users worldwide. It is accessible to individuals, organizations, educational institutions, and government agencies. The most widely used part of internet is the ‘world wide web’ (www) which enables the users to search for, display and save multimedia resources such as graphics, text, audio and video files.

Internet is not owned be anyone. To use internet, the user needs a computer, a modem and telephone line. One can have access to the internet in two ways:

• Through a college, university, company and public library whose computer system is connected to the internet; and

• Through a subscription from commercial internet service providers (ISP).

      Examples of commercial internet service providers are BOL (Bangladesh Online), Again Systems, HRC, After, AOL (American Online) etc.

Advantages/

Uses of Internet

      The internet is used in a variety of ways. These uses are also termed as its advantages. The following are the most prominent uses/advantages of internet:

a) Transmitting e-mail messages: With the help of internet, people can send e-mail messages to their desired destination. E-mail is the most popular and widely used facility of internet.

b) Participating in live chat: Internet users can make key board chats with people world wide. It does not require additional cost for the users.

c)   Access to electronic bulletin boards: Online bulletin board is a very significant contribution of internet. Internet users can create bulletin board to exchange useful information on a variety of topics. People can view information from such bulletin board at any time from anywhere.

d) Access to online journals: Internet is considered as the information storehouse. From internet, users can download articles or writings at free of cost. Such articles and writings are readily available there.

e) Playing online games: Internet allows people to play online games from their respective locations.

f) Collecting news and reports: People can obtain information from internet on various aspects like international sports, global weather forecast, international terrorism, tourism, trade, investment and global economy.

Meaning of E-mail

    E-mail is the short form of electronic mail. It is a communication from one computer to another via internet. When one computer is connected with the internet, the user can send a message to receiver whose computer is also connected with the internet. In e-mail, both the sender and the receiver must have specific e-mail addresses like rsm.alaul.ru@gmail.com. Non-business users normally use

various portals like yahoo, hotmail, mail.com. G-mail etc. to open e-mail address. When the computer receives a new message, it is automatically stored in the mailbox. The user can check the new mails at his/her convenient time.

✓ Bartol and Martin said, “E-mail is a mail system that allows high speed exchange of written messages through the use of computerized text-processing and communication networks.”2

✓ In the opinion of Newstrom and Davis, “Electronic mail is a computer- based communication system.”3

✓ According to Hellriegal, Slocum, and Woodman, “Electronic mail is a computer-based system that enables individuals to exchange and store messages with their computers.”4

✓ According to Quible and others, “Electronic mail is a technology used to transmit messages electronically from one location to another.”5

Elements/ Contents of E-mail

    Electronic mail is the transfer of written message from one computer to another via internet. Exchanging messages through e-mail requires a computer, modem and internet connection. It also requires specific e-mail address of both sender and receiver. Having all these essentials, a person can send e-mail message. A typical e-mail message has the following six elements:

I. To: Here the email address of the recipient is placed.

II. Cc: Cc stands for ‘courtesy copy’. If the message is to be received by someone other than the prime recipient, his/her address is written within the caption Cc. This simply means that the same message will be sent to the persons listed as carbon copy recipient.

III. Bcc: This stands for ‘blind courtesy copy’. The recipient’s message will not show this information. That is, the recipient will not know who else is receiving a copy of the message.

IV. Subject: This

line gives a brief representing name of the message. This name is displayed in the mailbox/message box of the recipient. From this name, the reader gets an idea about the message and the sender of message.

V. Attachments: If the sender wants to attach a file or document along with the message, the file name is put in the attachment area.

VI. Message: Message contains the information that the sender wants to communicate. It is the main body of the e-mail. In this section, the sender can give the detail information or can simply mention the attachments attached with the mail.

Advantages of E-mail

      E-mail is the most widely used medium of electronic communication. People use e-mail not only for business purposes but also for social and personal affairs. The rate of using e-mail is increasing day by day across the world. The reasons for its growing popularity are discussed below:

a. Time saving: E-mail is highly fast method of exchanging information. Through e-mail, people can transmit message within minutes. As a result, both sender and receiver can save their time. The managers of ‘Digital Equipment Corporation” indicate that they save about seven hours per week because their electronic mail system has increased the speed of decision making.6

b. Communicating large volume of information: People can send volume of information with the help of e-mail. Through e-mail, one can attach writings of hundred pages easily.

c. Quick decision-making: E-mail helps to make quick decision. Since e-mail allows people to exchange information very quickly, they can take quick decision.

d. Preservation of message: E-mail message is automatically stored in the recipient’s computer until he/she reads the message. This allows the recipient to read the message

at his convenient time.

e. Cost saving: E-mail is cheap in nature. It takes only a fractional amount of the cost of posting a letter.

Chapter No: 03

Discuss the different types of communication. Or, what are the types of Communication? Or, Name the different kinds of communication?

Preface: Different types of communication system are found in different kinds of organization. The types of communication differ from organization to organization depending upon the nature of information to be communicated and the purpose of communication. Different types of communication are shown in the following graph:

( On the basis of Organizational Relationship

1. Formal Communication: The exchange of information, which is officially, recognized is called formal communication.

        C.B. Memoria says, “Formal communications are those that are official, that are a part of the recognized communication system which is involved in the operation of organization.”

2. Informal Communication: The exchange of information, which is originated from social interactions among the people working together in an organization, is called informal communication.

        C.B. Memoria says, “Informal communication grows out of the social interactions among people who works go together.”

  (B) On the basis of Flow of Information

1) Horizontal Communication: Horizontal communication is the exchange of information between the people of same level in the managerial hierarchy of an organization.

      According to Bovee and his associates, “Horizontal communication is the flow of information across departmental boundaries, either laterally or diagonally.”

  2) Vertical Communication: A communication that exists between superior and subordinate can be termed

as vertical communication.

        According to Bovee and his associates, “Vertical communication is a flow of information up and down is the organization’s hierarchy.”

Vertical communication may be two types. Such as

a) Upward communication and

b) Downward communication.

a) Upward Communication: when the subordinates communicate with their superiors is called upward communication.

      R.W. Griffin says, “Upward communication consists of messages from subordinates to superiors.”

b) Downward Communication: Downward communication is the flow of information from higher to lower levels in the organizational hierarchy.

      R.W. Griffin says, “Downward communication accurse when information flows down the hierarchy from superiors to subordinates.”

  3) Crosswise communication: crosswise communication has the horizontal flow of information with people on the different levels who have no direct reporting relationship. This type of communication is used to speed information flow, to improve understanding and to co-ordinate efforts for the achievement of organizational objective. This type of communication also occurs when individual members of different departments are grouped into task teams or project organization.

At the end of discussion, we can say that, communication is essential to any kind of organization and it may occur several ways that means communication has several types. The above are available types of communication which often use to transmitting data or information for business purpose.

Definition of Formal Communication

The exchange of information, which is officially recognized, is called formal communication. Such communication also known as official communication because it follows the official rules and

systems established for communication.

The communication which follows established systems rules, regulation, procedure or any other prescribed ways and means are known as formal communication.

      According to C.B. Mamoria, “Formal communications are those that are official and that are part of recognized communication system which is involved in the operation of the organization.”

      According to Hunt. “Formal communication is that communication which follows the chain of command established by the organization’s hierarchy.”

      According to Debnath. “Formal communication is the transmission of official message of Information in the formal organization structure.”

Formal education can be internal within the organization and can be external.

Example:
|Formal communication type                                             |Tools used for communication                                           |
|Internal                                                               |Sales report production report, inventory report, cash flow           |
|                                                                       |statements, Ratio analysis, workers performance report etc.           |
|External                                                               |Annual financial report of the business firm.                         |

So, it is the communication made in a planned way with the insiders as well as with the outsiders to achieve any specific goal.

Advantages/Merits of Formal Communication

Formal communication is needed for any organization because of following reasons:

  1. Permanent Records: Formal communication is always kept in record. So, when needed, the record can be easily traced and can help in solving problems. Therefore,

formal communication serves the purpose of reference.

  2. To increase overall Efficiency: Such communication follows all the set or established rules of an organization and therefore facilitates the increase of overall efficiency of the organization.

  3. Easy communication system: Formal communication moves through the pre-determined channel. Everyone in the organization is aware of the source or destination of the message. So communication can take place very smoothly and easily.
  4. Maintenance of discipline: As formal communication is done in a disciplined way, it creates a sense of awareness among the employees to be punctual and attentive towards their jobs.

  5. Less errors and mistakes: Due care is given to strictly perform the pre-conditioned requirements when anybody is engaged in formal communication naturally there is less possibility of errors and mistakes.

  6. Co-ordination: Co-ordination of activities is highly essential for the smooth functioning of an organization. Organization having multiple departments requires strict discipline to co-ordinate it. Various functions and such coordination is possible through formal communication.
  7. Reliability: Formal communication is more reliable and more credible as it passes through a formal process. That is why, for transmitting important issues like objectives, orders and directions etc formal communication is required.

  8. Quick accomplishment of work: Formal downward communication is helpful for manager to show definite way to achieving goal.

  9. Self Explanatory: Formal communication is always self explanatory because the source and destination are clear and definite. It creates no confusion rather a clear meaning to all.

For the above reasons, formal communication

is getting popularity day by day.

Disadvantages/demerits/limitations of formal communication

Formal communication has many disadvantages. The disadvantages of formal communication are given below:

  1. Wastage of time: Formal communication follows open door policy. So it takes too much time to communicate with various departments formally.

  2. Inflexibility: Formal communication is a rigid form of communication. It cannot be changed easily when necessary.

  3. Authoritarian relationship: Formal communication indicates clear relationship between upper level management and lower level management. As a result the upper level management can dominate the lower level management.

  4. Lack of initiative: In formal communication, everybody has to follow the set rules and systems. There is no scope to develop creativity and exercise initiatives.

  5. Lack of cordiality: The principles of this communication are followed strictly. As a result, it reduces the cordiality.

  6. Delay in Decision Making: The management cannot take prompt decision due to inflexibility and non co-operation of employee.

We can say that the formal communication is not free from defects. Organization should try to overcome these above limitations.
Definition of Informal Communication

Communication which does not follow any official or prescribed rules and procedures is called informal communication. Informal communication flows in its own way. It follows no set of rules nor obedient to the organization’s hierarchy. Rather it takes place outside the chain of command.
Some popular definitions of informal communication are mentioned below.

      According to Hunt. “Informal communications are those communications that do not adhere to people who work

together.”

      According to C.B. Memoria, “Informal communication grows out of the social interactions among people who work together.”
      According to Stoner and others, “Informal communication is the communication within an organization that is not officially sanctioned.”

Analyzing the above definitions we can say that the information, which the employees spontaneously exchange regarding various matters of the institution without using officially recognized channel, is called informal communication.

Discuss the Advantages/merits of informal communication

Although informal communication does not follow any set rules and systems of the organization, still it serves many valuable organizational purposes. It offers some advantages which an organization cannot get through the formal communication system. However, the advantages derived from the informal communication system are summarized:

  1. Alternative system: There may be some messages which cannot be sent formally. In those situations informal communication as an alternative system, will serve the purpose.

  2. Quick transmission: Information flows quickly through informal channels. Management may take this advantage to send or receive the message of urgent nature through informal communication networks.

  3. Explanation: Message sent to subordinates requires explanation and informal communication is the valuable means here.

  4. Increasing Efficiency: Informal communications establishes friendly and harmonious relationship between higher and lower level management. It increases efficiency and productivity of employee.

  5. Improving relationship: Informal communication improves relationship between employees and employers of the organization.

  6. Providing recommendation:

Informal communication helps management indirectly to submit recommendation on a specific issue.

  7. Quick publicity: Informal communication assists in rapid and quick publicity of the policy of the organization.

  8. Measuring reactions: Informal communication is very much useful to measure the reactions of the employees before finally circulating any order or instruct on to them.

  9. Co-ordination: Informal communication is very helpful to co-ordinate at different levels of management very easily and promptly.

  10. Solving problems: With the help of informal communication the management is able to know problems of organization. So the authority can take necessary action for solving the problem.

  11. Provide emotional relief: Informal communication acts as a safety measure to provide emotional relief and therefore help in concentration to job.

  12. Barrow meter: For judging public opinion it acts as barrow meter. Management can know the opinion of mass people informally.

For the above reasons, informal communication is said to be popular and used side by side with formal communication in any organization

Discuss the disadvantages/demerits of Informal communication

Although informal communication creates so many advantages but it is not free from drawback or limitations. The disadvantages/ demerits of informal communication are as follows:

  1. Distortion: Informal communication networks do not follow any set rules, definite lines or ways. So it can transmit any kind of information to any person without any respect or fear. It may spread wrong or distorted news which may sometimes prove harmful even the employees.

  2. Lack of secrecy: In informal communication, everybody can freely interact as there are no 

restrictions or rules. Any secret matter is likely to be flashed without any problem or hesitation. This may cause a huge damage to any organization.

  3. Non co-operation: Sometimes confusion develops among the persons involved in informal communication. As a result they may remain separate without any co-operation.

  4. Conflict: Informal communication creates conflicts between management and employees. Sometimes it becomes very dangerous for the organization.

  5. Hamper discipline: Informal communication is against of chain of command of an organization. So it creates indiscipline among the people of organization.\

  6. Reducing Efficiency: Informal communication reduces efficiency of the employees of organization.

  7. Incomplete Information: Information released from such communication network is usually incomplete. So, there is each and every chance of its being misunderstood or misinterpreted.

  8. Lack of control: As informal communication does not follow any established system, it beyond any control. Organization has no mechanism to resist its movement.
  9. Huge Rumour: Most of the time, informal communication fabricates the real facts and makes some rosy picture. This really damages the working environment of any organization.

For the above reasons, informal communication is required to be used with great care and caution.

Distinguished between Formal Communication and Informal Communication

Though both types serve the purpose of communication, there are many differences between the two, which are stated below:
|Points of                     |Formal communication                                     |Informal communication                               |
|differences                   |                               

                          |                                                     |
|Definition                   |The exchange of information, which is officially,         |Communication which does not follow any official or   |
|                             |recognized is called formal communication.               |prescribed rules and procedures is called informal   |
|                             |                                                         |communication.                                       |
|Rule:                         |Here organizational rules are strictly followed.         |It does not generally follow the rules of             |
|                             |                                                         |organization.                                         |
|Recognition:                 |It requires official recognition                         |It does not require any official recognition.         |
|Secrecy:                     |Official secrecy is maintained here                       |Official secrecy is not maintained here.             |
|Flexibility:                 |It is inflexible.                                         |It is flexible                                       |
|Time & cost:                 |It requires much time and cost.                           |It requires less time and cost.                       |
|Reference:                   |It can be used as permanent record because it has written|It cannot be used as permanent reference.             |
|                             |reference.                                               |                                                     |
|Errors and Mistakes:         |There is less possibility of errors and mistakes.         |There is more possibility

of errors and mistakes.     |
|Behaviours:                   |It is authoritarian in nature.                           |It is involves courtesy and friendship.               |
|Compulsion:                   |It is compulsory to all employees.                       |It is not compulsory to all employees.               |
|Relation:                     |It is difficult to develop relationship with this         |It is easy to develop relationship in this case.     |
|                             |communication.                                           |                                                     |
|Rumour:                       |It does not spread rumour.                               |It spread rumour rapidly.                             |
|Discipline:                   |It maintains discipline                                   |It does not maintain discipline.                     |
|Co-ordination:               |Co-ordination is possible in this communication.         |Co-ordination is not always possible in this         |
|                             |                                                         |communication.                                       |
|Conflict:                     |There is less conflict between sender and receiver.       |There is more conflict between sender and receiver.   |
|Necessity:                   |It is essential for planning, principle mission and goals|It is not essential in this regard.                   |
|                             |of organization.                                         |                                                     |
|Method:                       |It follows specific method.                               |It does not follow specific method.                   |
|Reliability:     

            |The reliability of formal communication is more than that|The reliability of informal communication is less     |
|                             |of informal communication.                               |than that of formal one.                             |

Definition of Grapevine

The grapevine is a major informal communication pathway in an organization. It consists of several informal communication networks in an organization. Grapevine is an informal communication network by which information flows vertically and diagonally among the different levels of organization.
Some popular definitions of Grapevine are giving below:

      According to R.W. Griffin, “Grapevine is an informal communication network among people in an organization.”

      According to Bovee and his associates, “Grapevine is an informal interpersonal channel of information not officially sanctioned by the organization.”

We can say that grapevine is an unofficial and informal communication system which grows among the people in an enterprise basing on intimacy, feelings, philosophy, psychological attitudes, mental nearness, belief, understanding, values and culture etc.

Discuss the characteristics of the grapevine

      Grapevine has some characteristic. The basic characteristics of grapevine are stated below:

  1. Huge impact: A large number of employees in organization depend on the grapevine. Because they consider this as the primary source of information a well as the reliable channel to communicate about the facts and events within the firm.

  2. Flexibility: The grapevine is much more flexible than formal channels of communication.

  3. Lack of control: In fact management has no control over the grapevine.

  4. Extensive: Grapevine links

the whole organization very quickly. From top to bottom of an organization nobody is left from the touch of grapevine.

  5. Speed: Information moves very quickly through the grapevine. Grapevine runs faster than the wind.

  6. Oral way: Grapevine uses oral techniques more rather than written or non-verbal techniques. As oral communication involves less time. Grapevine is likely to be dependent on oral mode.

  7. No record: there is any documentary evidence of grapevine that can be produced as future reference.

  8. Distortion: One of the major characteristics of grapevine is message are distorted as it passes from man to man.

  9. Extra Ability: Grapevine can pierce the strong security and can flow from mouth to throughout the whole organization.

  10. Popular among Employees: Grapevine is very much popular media among the employees. It is more believable and reliable then formal communication.

  10. Many receivers: Receivers of grapevine messages usually communicate with several other individuals rather than with only one.

How the Grapevine Operates

  1. Single Strand: The single strand involves a long line of persons passing through which information reaches the final receiver. For example, in this chain person A tells something to person B, who tells it to C, who tells D and so on down the line, till the information has reached most of the persons concerned. This chain is likely to be used to the transmission of information which is confidential. But the chain is the least accurate at passing on information.

  A                 B                     C                       D                     E ………….. Y

Single strand
(Each person receiving the message tells one other)

  2. Gossip: In the gossip chain, one person

seeks out and tells everyone the information. This chain is just like a wheel where the sender is at the centre and the information from the sender at the centre passes along the spokes of the wheel to other persons who are stationed on the rim. Normally, information of an interesting but non-job-related nature flows along these ‘vines’.

Gossip
(One tells all)

  3. Probability: The probability chain is a random process in which individuals are indifferent about the receivers of the message; the communicators tell people at random and the people receiving the message, in turn send this to others at random. This chain is generally used to transmit the information which is mildly interesting but insignificant.

Probability
(Each randomly tells others)

  4. Cluster: Each link in this chain tends to inform a cluster of other people instead of one person only. Suppose, an employee A tells some selected persons who in turn, relay the information to selected others. In this way, as the information becomes older and the proportion of the persons knowing the message gets larger, the process gradually dies out and at this stage, the receivers do not repeat the transmission. This network is called cluster chain. Keith Davis considers the cluster chain to be the dominant grapevine pattern in an organization. He thinks that only a few individuals called “Iiaso individuals” pass on the information to people they trust or from whom they would like favours. Information that is interesting as well as job related usually flows through this channel.

Cluster
(Some tell selected others)
What is downward communication?

          The word downward refers to the flow which is directly from higher to a lower level. Downward communication is a process of sending

a message from a superior to a subordinate. In such communication system the upper level acts as sender and the lower level acts as receiver of the message.

          According to R.W Griffin “downward communication occurs when information flows down the hierarchy from superiors to subordinates “.

      According to Dr. Urmilla Rai , “Messages which go from the higher authority levels to the lower are downward communication”.

At last, we can say that the authority concerned have to send organizational objectives, policies, principles, memos, instructions etc, as information to the lower level employees. These types of information reach to the employees moving through levels of the organization hierarchy. This downward flow of information is called downward communication.

Discuss the essentials of effective downward communication

              Downward communication is the main stream of communication of an organization. There are some essentials of effective downward communication. They are follows:

  1. Adequate organizational idea: Through downward communication superiors transmits information such as organizational objectives, procedures, activities, achievements etc., to the subordinates. To make effective communication, managers themselves must have adequate information relating to concerned issues.
  2. Pre-planning: The higher level management must prepare a schedule of pre planning. This will help to discharge a fruitful downward communication.

  3. Using proper media: To ensure the effectiveness of downward communication information should be sent through proper media, i.e., the information should be conveyed by using officially recognized channel of media.

  4. Detail information: Required information’s that will be sent

to subordinates should be detail. If so the downward communication will be effective.

  5. Decentralization: The downward communication will be effective if there is an arrangement of decentralization.
  6. Creation consciousness: To ensure the success of downward communication, the authority should create consciousness among the lower level employees which would enable them to perform their duties in better ways.

  7. Re-explanation: if subordinates fail to clearly understand the message, there should be an arrangement to re-explain the message. This makes the communication more effective.
  8. Awareness regarding receiver: To make communication effective language of the message should be clear enough to create proper understanding.

  9. Willingness: If sender and receiver of the message take willingly and sincerely then communication will be effective.

                At last we can say that downward communication plays a vital role for smooth operation of an organization without it an organization cannot run even a single day. So downward communication should be effective as much as desire. The effectiveness of an organization depends on above mentioned elements.

Discuss the advantages of downward communication

      Downward communication is the most important and advantages type of communication among all types of communication. The advantages of downward communication are listed below:

  1. Increase efficiency: subordinates get the necessary information from the superiors. As a result they can perform their duties and thus their efficiency is increasing.

  2. Good relation: Downward communication maintains good relation at all stages of the organization.

  3. Maintain discipline: chain of command is completely maintained

in downward communication. So a sense of discipline may be developed among the employers.

  4. To inform:   with the help of downward communication the upper level management can send the policies and procedures to the subordinates.

  5. Analysis and explanation: This communication shows the analysis and explanation of specific topic. So the subordinates can understand it easily.

  6. Completeness: This is a complete form of communication because the superior is conscious about every pattern of the activities.

  7. No bypassing: as chain of command is clear in downward communication, so no superior can send any message to next subordinate.

  8. Delegation of authority: Delegation of authority is facilitated through downward communication. This is possible because such communication flows from upper level to the lower level of organization.

  9. Dynamism: This is a dynamic form of communication. Top management promptly sends the information to their subordinates.

  10. Goal: Downward communication is helpful for achieving organization target.
          From the above discussion, it is very clear that downward communication offers many advantages to an organization and therefore helps to obtain organization objectives.

Discuss the disadvantages of downward communication.

  1. Re-explanation problem: It is a main problem of downward communication. If superior’s direction is illegible in case of such communication, then re-explanation is a problem.

  2. Reducing efficiency: There are so many mistakes in downward communication. So it reduces the efficiency of employees.

  3. Distortion of information: The information reaches the employees through different levels. This causes distortion of information.

  4. Hampers

discipline: Sometimes it reduces of superior is breaks the rules of discipline.

  5. Lack of cordiality: If the subordinates do not take it easily it may be meaning.

  6. Reduces morale: sometimes it reduces the moral of the employees. So they cannot work with enthusiasm.

Discuss the methods of upward communication. Or. Describe the media/forms of upward communication.

When the subordinates communicate with their superiors is called upward communication. There are various methods of upward communication. They are discussed below:

1.   Memo: The most frequently used method for upward communication is memo which is a short spice of information sent to executives by subordinates. Generally routine information is communicated through this means.

2. Open Door policy: Under this method it is said that the doors of superiors always open for the subordinates. Without hesitation the subordinates can submit their problem to the superiors.

3. Report: This is important for upward communication subordinates may be required to submit reports to the superiors about the progress of their work at regular intervals.

4. Complaint: Box Under this method complaint box is kept at a convenient place in the office. The subordinates will keep their written complaint at this box will be opened at a certain interval and the solution of the problem will be given.

5. Counselling: sometimes the lower level employees are encouraged to seek advice of their superiors about their personal problems. As employees feel free to talk about their problems through this system, their morale increases.

6. Conference: At the conference the problems of subordinates can be discussed and some solutions come out in this regard.

7. Direct communication: the subordinates can 

communicate with the box directly in accordance with their requirement.

8. Social gathering: social gatherings are arranged in different departments which offer an informal atmosphere to mix with each other and talk about their respective problems.

9. Using Formal Channel: Under this method, the employees communicate with their superiors and their information ultimately respective in the organizational channel.

      From the above discussion it is clear of us that there are various methods of upward communication. By following above methods, subordinates can exchange their news Views Message and information with their superiors.

Show the Difference between Downward and Upward Communication:

      There are some differences between downward and upward communication:

      |Points of difference                 |Downward communication                               |Upward communication                               |
|1.Defintion:                         |1. If communication flows from superiors to         |1. If communication flows from subordinates to     |
|                                     |subordinates it is called downward communication.   |superiors it is called upward communication.       |
|2.Nature :                           |2. It is directive in nature.                       |2. It is non directive in nature.                 |
|3. Purpose:                           |3. It is to supply the subordinates with relevant   |3. It serves the purpose of feedback.             |
|                                     |information.                                         |                                                   |
|4.subject-matter:                     |4. It includes instructions advice etc.             |4. Message in upward communication

includes       |
|                                     |                                                     |suggestion complaints.                             |
|5.Management:                         |5. It is an instruction type of management.         |5. It is as like as consultative management       |
|6.Flow:                               |6. It flows from upper level to lower level.         |6. It flows from lower level to upper level.       |
|7.Movement:                           |7. Its movement is slow and normal.                 |7.   Its movement speedy and abnormal.             |
|8.Use:                               |8. It is used in large.                             |8. It is used in small areas.                     |

Horizontal Communication/Lateral Communication

Information flowing between the same level individuals or groups within the same departments or across departments is called horizontal communication. Many of these communication events are sent across informal pathways. In that case, it allows one to by-pass the formal structure and addresses the problems at the level where they appear. For example, the production manager at the given diagram may directly exchange information with the Accounts Director by-passing the formal structure of organizational hierarchy i.e., moving up through the hierarchy at the top (General Manger) and then down to the Accounts Director at the right. Thus, workers directly communication with co-workers and supervisors exchanging information with other supervisors, are all, engaged in horizontal communication.

      According to Bovee and his associates, "Horizontal communication is the flow of information across departmental boundaries either laterally or diagonally

      According to David

Holt, "Horizontal communication is the process of exchanging information between peers at any organizational level, usually or co ordinate activities."

      According to R. W. Griffin, "Horizontal communication is the communication; it involves Colleagues and peers at the same level of the organization and may involve individuals from several different within organizational units”
Horizontal communications among departmental heads are diagrammatically represented in figure.

Definition of Vertical Communication

A communication that exists between superior and subordinate can be termed as vertical communication. In other words it can be said, when communication. occurs between two or more different ranking persons it is called vertical communication. Some popular definitions of vertical communications are mentioned below:

      According to Bovee and his associates, "Vertical communication is a flow of information up and down the organization's hierarchy."

      According to stoner and others, "Vertical communication consists of communication up and down the organization's chain of command."

The vertical communication can be shown below:

    In fine we can say that communication happening between two or more persons having different level, rank of designation can be defined as vertical communication.

Difference between Horizontal communication and Vertical communication

The following important aspects help to compare between horizontal communication and vertical communication:

|Points of difference         |Horizontal communication                                   |Vertical communication                         |
|Definition:                   |It is the exchange of information between the people of   |A communication that exists

between superior   |
|                             |same level in the managerial hierarchy of an organization |and the subordinate can be termed as vertical   |
|                             |                                                           |communication.                                 |
|Level:                       |Such communication flows between people at the same level.|Such communication flows between people of     |
|                             |                                                           |different levels.                               |
|Example:                     |Communication between purchase and sales manager.         |Communication between sales manager and sales   |
|                             |                                                           |executives or agents.                           |
|co-ordination:               |Such communication helps in co-ordination between various |Such communication normally coordinates the     |
|                             |departments of an organization.                           |activities of superior and subordinates.       |
|Flow of communication:       |he communication flows there like a vertical straight     |It may flow as an upward or downward way.       |
|                             |line.                                                     |                                               |
|Methods:                     |Oral communication is very suitable for such communication|Such communication generally uses written       |
|                             |as sender and receiver, belong to same level.             |procedures and method.                         |

Internal Communication
Communication occurring within the same organization structure

is called internal communication. This communication takes place between or among the employees and officers of the same organization. In this sense, if an employee of a head office, exchanges views with an employee of its branch office located at different places, it falls within the purview of internal communication. Important condition in this regard is that the persons involved in the exchange of a message must belong to the same organization. Messages in internal communication may flow up, down and across an organization. The flow may be through formal channels established within the organization or through informal channels established among the employees. Most internal communication is done by using office notes office orders, phones, e-mails, letters, memos or company intranets.

Forms of Internal communication
A number of forms are available to internally communicate information, views, etc. within the members of the organization. An organization may choose a particular medium or many in combination as per its need and capacity. However, some commonly used forms are as follows:
1. Memos. The most commonly used means of business communication especially among departments are memos. A memo provides a format for a concise message.

2. Instruction Manual. Normally, newly appointed employees are supplied with instruction manuals. The manual usually contains information regarding the duties and responsibilities of the employees and the facilities they can enjoy.

3. Telephone. Use of telephone in this day is increasing for internal communication. But this is not the means absolute for internal communication. Telephone may be used for external communication also.

4. Interview/Conversation. Sometimes, management and the managed people of the organization

resort to an interview and or conversation to exchange their views on different issues. These means appear to be very effective at least in certain situations.
5. Quality Circles. Nowadays, the recognition of quality circles as means of internal communication is increasing. Quality circles (a small group of employees) after voluntarily identifying problems within their immediate work areas suggest solutions to the management.
6. Complaint and Suggestion Boxes. At some convenient places in the office or the factory, complaint and suggestion boxes are kept. The employees may drop their complaints and suggestions if any, into the box.

Importance of Internal Communication
      Every organization has its own objectives, accomplishment of which needs performance of some basic management functions such as planning, organizing, leading and controlling. Sound internal communication is inevitable for the efficient performance of these activities. Both external and internal communications are essential for any organization to properly run business. But internal communication is especially important in the sense that it is associated with the day-to-day operations of business. If internal communication is faulty, it may cause cardiovascular damage to the organization. If the task or communication can be effectively done, it will act, as the blood stream doses to person. In this consideration, it plays a very important role in different areas such as achievement of goals, execution of plans, etc.

External Communication

Each business house has to maintain a link with outside organizations or people to generate business that enables it to survive, grow and profit. Whenever an organization communicates with other business houses, government offices, banks,

suppliers, customers, lenders, general public and the like, it constitutes external communication. So, external communication may be defined as a form of communication that takes place with other organizations or people outside the organization itself.

Objectives of External Communication

External Communication serves many purposes of an organization. Some important objectives of external communication are as under.

1. Customer Relations. Effective communication needs to be established with the current or potential customers for an organization's survival and growth through increased sales.

2. Supplier Relations. Larger organizations are to collect raw materials from a number of suppliers. Naturally, effective communication must be established with the suppliers who supply raw materials or services required for the efficient operation of business.

3. Shareholder Relations. Management runs business on behalf of shareholders if the organization is a public limited company. Very logically, these shareholders must be informed of the affairs of the company. External communication is inevitable in this regard.

4. Government Relations. Every firm is directly or indirectly linked up with government offices. These offices must be contacted for the interest of business operations. External communication serves this purpose of making contact.

5. Public Relations. Each organization has to maintain link with the people of the surrounding localities so as to develop a good relation in the interest of successful business operations.

Difference between Internal Communication and External Communication

The following distinctions between internal communication and external communication are noticed:

|Points of Difference   |Internal Communication

                                    |External communication                                               |
|1. Nature               |Internal communication takes place within the             |External communication takes place out side the four walls of the   |
|                       |organization.                                             |same organization.                                                   |
|2. Direction           |In internal communication, information flows in different |External communication is unidirectional.                           |
|                       |directions.                                               |                                                                     |
|3. Frequency           |Internal communication is comparatively more frequent.     |External communication is comparatively less frequent.               |
|4. Formality           |Internal communication flows along the prescribed channels|Most of the external communication is done through formal channels. |
|                       |as well as informal channels.                             |                                                                     |
|5. Purpose             |The purpose of internal communication is to ensure         |On the contrary, external communication is done with outsiders in   |
|                       |efficient management and smooth operations of the         |the hope of generating business that enables the firm to survive,   |
|                       |organization.                                             |expand and make profits.                                             |

Intrapersonal Communication: Communication occurring within an individual is called intrapersonal communication. An individual acts

both as sender and receiver of the message. In intrapersonal communication, an individual acts both as the sender and receiver of the message.

Interpersonal Communication: Interpersonal communication is the process of sending and receiving a message from one person to another. Usually, it is regarded that communication that takes place between two persons-one sending the message and another receiving the message, is called interpersonal communication.

Difference between Interpersonal and Intrapersonal Communication

There have some difference arises between interpersonal communication and intrapersonal communication. The differences between them are given below:

|Points of           |Interpersonal   communication                             |Intrapersonal communication                       |
|Difference           |                                                         |                                                   |
|1. Nature           |Interpersonal communication is a self-communication in   |Interpersonal communication is not confined within|
|                     |nature. It occurs within an individual where he acts     |an individual. Rather, it moves beyond an         |
|                     |both as a source and receiver of the message.           |individual.                                       |
|2. Number of person |The number of persons involved in intrapersonal         |The number of persons involved in interpersonal   |
|                     |communication is only one.                               |communication is usually two.                     |
|3. Transmission     |In intrapersonal communication, the transmission of a   |Transmission here takes place through various     |
|                     |message occurs through nerve

impulses, which are         |channels, which are external to human bodies.     |
|                     |internal to human bodies.                               |                                                   |
|4. Selection of     |Channels used here for transmitting information have no |Channels available for conveying information are   |
|channel             |classification like mechanical and non-mechanical.       |many and they may be classified into two broad     |
|                     |Naturally no question of selection of channels arises.   |groups-mechanical and non-mechanical. For so many |
|                     |                                                         |numbers of channels, it needs confederation of     |
|                     |                                                         |many factors to select a particular channel.       |
|                     |                                                         |Consequently, it takes time.                       |
|5. Completion       |In intrapersonal communication, a communication cycle is|A communication cycle in interpersonal             |
|                     |completed when the brain reacts through nerve impulses   |communication is completed when the receiver       |
|                     |by sending a message to smooth muscles of the same       |(second person) sends back the response to the     |
|                     |individual.                                             |original sender.                                   |
|6. Speed             |Communication is done so quickly that it is almost       |In the case off interpersonal communication, it   |
|                     |impossible to measure the exact speed of intrapersonal   |takes long time.                             

    |
|                     |communication.                                           |                                                   |
|7. Sharing of ideas |As it is confined to the self, so the sharing of ideas   |Through interpersonal communication, we can reach |
|                     |with others des not arises.                             |other people with our ideas, emotions, etc.       |
|                     |                                                         |Similarly other people can also do the same.       |
|8. Beginning         |Communications begins with intrapersonal communication. |Interpersonal communication is not the beginner.   |
|                     |So, it is the beginner in the field of communication.   |Instead, it starts operations where it e           |
|                     |                                                         |intrapersonal communication ends.                 |

What is Public Communications

      Public communications is often contemplation of as public relations or mass communications. Public communication graduates communicate with a broad scope of people, through public speaking, TV, radio, newspaper, and every other form of mass media. Public communication is the idea of expressing an idea to many people at the same time. Public communications can centre a small audience or a bulky crowd, a TV camera or a radio. When a political leader addresses a public meeting, a teacher delivers a lecture in a classroom or an airline attendant informs the passengers by demonstration of the process of using lifesaving equipment during a sudden emergency, these are all public communication situations. All organizations, public and private, must maintain efficient relationships with a wide range of groups and individuals.

These relationships require thoughtful use of print and spoken word.
What Kinds of Students Major in Public Communications?

      Students who are not afraid of public speaking would be good in this field. Loads of students have a fear of public speaking, so not everyone is comfortable in this major. This is a field where students will be in constant interaction with people. Public relations people may have to perform "damage control." A student must consider the implications of dealing with people constantly.
Group communication

Group communication refers to when more than two people are concerned in communicating a message face to face. This type of group is generally formed for a specific purpose. The intention may be to get to the bottom of a meticulous problem. Make decision or determine company polices grievance committee, personnel committee, etc. are examples of group communication to solve troubles which are difficult for one person to handle.

Characteristics of group communication

    ❖ The group may or may not have any assigned leader.

    ❖ The group is that each member influences and is influenced by, every other member of that group.

    ❖ It reflects to one member to another member face.

  PERSONAL COMMUNICATON

  Personal communication apparently seems to be informal communication, although it is not. Personal communication takes pales on a personal level. We can define personal communication as a process of exchanging information and feelings on personal (i.e. privet) matters. It is not concerned with business related issues. “Although it is not a part of the business plan of operation, personal communication can have a significant effect on the success of that plan”. This communication may take place with 

colleagues in the work place, with family members, with friends and relatives, and other acquaintances and even with a total stranger.

  ORGANISATIONAL COMMUNICATION

  When communication occurs in an organization, it is called organizational communication. Actually, it is not a separate type of communication. Rather, it is interpersonal communication and group communication that take place in an organization .For our better understanding let us first see what an organization is. “An organization is a combination of necessary beings, materials, tools, equipment, working space and appurtenances, brought together in a systematic and effective correlation, to accomplish some desired object”. J.W. Schulze. From this definition, it is found that an organization consists of several elements such as manpower, machine, money, etc. which need proper management so as to utilize them most efficiently to reach the predetermined object. With this end in view, an organization has to make plans, which need data collection. It issues necessary instructions to the employees; hear grievances of the employees and so on. All these activities involve communication for successful job performance. Taking these factors onto consideration, organizational communication may be defined as the process by which an organization exchanges information and establishes a common understanding with the people within the organization and outside the organization.
Chapter No: 04

Communication Process

Process is the combination of some sequential steps which are taken to perform a particular job or task. In communication, the process requires a sender who transmits a message through a channel to a receiver.

Definition of communication process

Communication process states the steps

between sender and a receiver that result in the transfer of a message through any medium and understanding of meaning of the message and response made in terms of feedback.

Some popular definitions of communication process are mentioned below:-

      According to R.W. Griffin, “The process of communication begins when one person (the sender) wants to transmit a fact, idea, opinion or other information to someone else (the receiver).”

      According to Robert Kreitner, “Communication process is a chain made-up of identifiable links. The chain includes sender, encoding, message, decoding and feedback.”

Finally we can say that a communication process is a series of interrelated steps taken one after another with a view to obtain a desired goal.

Steps of Communication Process

The steps of communication process are described below:

    1. Ideation: The first steps in the communication process are to frame and develop an idea in the communicator’s mind. As for example, my business needs boosts.

    2. Interpretation: The second step of communication process is interpretation. Here communicator’s interpret his idea through this knowledge, experience, feelings and previous training. For example, measures to be taken for the purpose involve additional expenditure (of say Tk.20,000.00) for which I want to know the balance of my current account standing in the month of December 2009.

    3. Encoding: The next step is to encode the idea into a form appropriate to the situation.
    4. Sending of Message: Once the idea has been converted into an appropriate language i.e., some transmittable form (words, gestures, etc), it is transmitted through a suitable channel (or medium) to he intended receiver. For example, I may talk to the receiver over

a telephone with the encode message or send a letter bearing the encoded message as the situation as the situation demands.

    5. Receiving of message: The receiving of the message by intended receiver is the fifth step in the communication process. But it Is the first step from the receiver‘s point of view. With the transmission of message over the selected channel, there must be some person on the other side to receive the transmitted message. For example, I hear or read the message sent as the case may be
    6. Ideation: Just like the source, the communication also develops an idea about the message received from the source.

    7. Decoding (Interpretation): Decoding, the next stage, is a process by which the communicate retranslates the message received to give a prices meaning (by reading, listening, seeing, feeling etc.)

    8. Understanding: Understanding takes place after the decoding of the message. This involves grasping the meaning of the words or symbols used by the sender. This is the last step in one-way communication. For example, communication requires a statement of his transactions made in his current account during the period July-December-2009.

    9. Encoding: Whether at the will of the source, or at the need of the receiver, if feedback is needed, the receiver’s response is then encoded again to transmit it to the original sender.

  10. Providing Feedback: This is the last step in two-way communication. It is expected that the decoded idea correspond with the idea, as it existed before encoding. It requires feedback. Through feedback, the original sender is informed of the receiver’s reaction as to whether or not the message has been correctly interpreted and understood. For example, the statement of the transactions in

his current account no, during the period July-December, 2009.

Communication Model

  The word model refers as representation of a process an event or a situation. It is not a separate an independent method rather it is the presentation of an existing objects. The communication model is a symbolic representation of the communication process. It does not show the details of a message rather it represents only those elements, which are related to the object of sending a message. Words, numbers, symbols and picture may be used to illustrate models of different objects. For example, feedback model.

  According to Oxford Dictionary, “A model is a logical representation of a problem.”

  According to Tracy, “Communication model is a representation of a process and not any separate system rather a simple may to present the various object oriented elements.”

  The communication model is meant to indicate the design on pictorial presentation of communications process.
  Many elements are contained in the communication process, where those elements are represented through diagram. It is termed as a communication model.

Types of Communication Model

  1)   Aristotle Model
  2)   New com’s Model
  3)   Feed back Model
  4)   Berlo’s Model
  5)   Shannon wearer model
  6)   Other Model
          (i) Interaction Model
          (ii) Interaction Model
          (iii) Linear Model

Importance of Communication Model

    A communication model shows the picture of a situation and the diagram of the process of communication. Because of this nature, a communication model has manifold uses. Those are as following:

  1. Better Understanding: By definition a communication model is a pictorial or diagrammatic. Therefore, we better understand

the situation and process of communication with the help of a model.

  2. Inadequacy of Traditional model: Traditional organizational models are sufficient to fully display the ongoing flow of messages among the officers and employers. For example, an organization chart shows the downward flow of a message and occasionally upward communication from the bottom to the top but never sideways. But most business is done by horizontal communication among equal ranking people who are working on the problems together. A communication models displays this horizontal channel between the people at the same level.

  3. Facilitating communication plan: Models are used to help us plan communication efforts. If any change is to be brought about in the policy matters of the organization chart, change it to communication model, look at the media available to the organization and in the above light, draw up a plan getting a changed policy to everybody in the organization.

  4. Identification of noise source: Models also help us to identifying the source of noise or barriers which stand in the way of effective communication. If we look at the model we can see where the breakdowns occurred.

  6. Feedback Facility: In the truest sense, communication is never a one way process. A communication model through the display of feedback reminds us -that communication is a two-way process. There are always at least two people and frequently many more involved in the exchange of a message.

  7. Using as a Sample: Since a communication model represents a pictorial statement of the elements of a communication process. So, while conducting research on the communication process a researcher finds it convenient to the use of a communication model as a sample for the purpose.

Limitation

of Communication Models

Communication models are useful in many ways. Yet they suffer from many limitations. Some important limitation is noted here:

(1) Symbolic Representation:
A model is symbolic representation of the Communication process. Details of message are not available in a model. But to reach a sound decision such details are essential.

(2) Inclusion of Relevant Elements:
As a model is a symbolic representation, very relevant elements are presented in model. The other less important elements (For example, any supporting information) are not shown. Consequently, it becomes difficult to form a true idea about the message charted. Particularity a model cannot be the best way to represent the complex message.
(3) Inflexibility:
Communication is an ever changing process. We know very little about how Communication works. We never know with certainly what works and what doesn’t. This inflexibility cannot be depicted in a model.

From all of the above discussion, we can say that conclusion, emerges that we hardly know a great deal about how Communication works. We live in ever changing world and the models which worked in the past may not work in the future. Therefore, we have to be very alert to the testing hypotheses and constructing some good theory.

Deference between the Communication Process and Model

The Communication Process and model are not separate and isolated things. Rather, they are closely related to each other. They simply represent how Communication works. It may seem that the Communication Process and Model is one and the same thing. But that is not altogether true. There have some difference too. The differentiating points center on:

|Differentiating points                 |The Communication Process

                          |The Communication Model                           |
|                                       |The Communication process may be defined as a system|The Communication model is a symbolic             |
|                                       |which consists of developing an idea encoding into a|representation of the Communication process.     |
|1. Definition                           |massage and sending it (by a sender).               |                                                 |
|                                       |The Communication process is theoretical concept.   |The Communication model is not theoretical.       |
|                                       |Naturally it involves many assumptions and examples.|                                                 |
|2. Nature                               |                                                     |                                                 |
|                                       |As the Communication process is theoretical in       |It being graphical and pictorial in nature cannot|
|                                       |nature, so it presents the detailed description of   |display the detailed descriptions of the message.|
|3. Explanation                         |the message sent. This means that it gives the       |It only shows the elements that are directly     |
|                                       |detailed description of steps involved in the       |related to the sending of the massage.           |
|                                       |Communication process.                               |                                                 |
|                                       |It involves much time to make as well as to explain |It needs

comparatively less time to draw pictures|
|4. Wastage of time                     |it.                                                 |and graphs.                                       |
|                                       |The making of the Communication process does not     |The making of the Communication model is not a so|
|                                       |require any expertise as it involves the plain       |simple job. Drawing pictures graphs, etc. needs   |
|5. Making                               |structuring of the steps.                           |specialized knowledge, which every body dose not |
|                                       |                                                     |possess.                                         |
|                                       |Like any other theoretical matter, it is also a very|On the other hand, it deals with the trans       |
|                                       |complicated issue. Because of this complicacy every |mission of the main points associated with the   |
|                                       |sentence needs to be read very carefully.           |message. So, it is very easy to form an idea     |
|6. Complexity                           |                                                     |about the matter through more observation at a   |
|                                       |                                                     |glance.                                           |
|                                       |The Communication process can be explained radio,   |But the Communication model can be explained only|
|7. Channel                             |television etc.                                     |with the help of T.V.                         

    |

  At last we can say, these two aspects of Communication are just like the two sides of the same coin. In spite of having many similarities between the two, they have above mentionable differentiating points.

One-way Communication Process

Communication may travel in one direction or two. When it involves a simple way i.e., from a sender to a receiver direction only. It is called Uric-way communication. One-way communication allows information to how in one direction only i.e., from a sender of a message to its receiver. It does not allow back and forth pattern. Radio or television transmission, or a boss who send information to subordinate hut does not allow them to send information back, are examples of one-way communication. A one-way communication process is shown in figure

Two- way Communication

When a communication channel pushes the flow of information in two directions, back and forth, it is called two-way communication. In two-way communication, a sender transmits a message to the intended receiver and the said receiver sends back his response to the original sender in terms of feedback. So communication having feedback provision can be defined as two-way communication. Fact to face conversation, phone conversation is the example of two- ways communication.

Two-way communication can be horizontal or vertical. Horizontal means communication happening within the same level where as vertical means communication occurring between different levels that are shown below:

Contrast between One-way and Two-way Communication

One-way communication differs from two-way communication in many respects. These differences are given below:

1. Speed: One-way communication is quicker than two-way communications.. For example feedback system

is not related with one way, it is related with two-way communication.

2. Appearance: Appearance of one-way communication is more impressive than two-way communication.

3. Protection of Power: One power is inure protected in One-Way communication than in two- way communication.

4. Simplification of Managerial Life: In one-way communication the manager of a farm can enjoy more simple life than two-way communication’s manager.

5. Orderliness: The s stem of maintaining orderliness is very easier than two-way communication. It is possible in the one-way communication to flow information by in well-organized & disciplined manner than two-way communication.

6. Validity: Two- way communication includes feedback system. As a result more valid communication is possible in two-way side than one-way.

7. Direction of Communication: One- communication flows in one direction. But two-way communication flow two directions.

8. Completeness: Communication can he more complete able in case of two-way communication than one-way communication.

9. Volume of message: The aggregate volume of the message communicated through the two- communication process is more than that of less than one- way communication.

10. Covering of Mistakes: Mistakes occurred in the course of communication a message is more easily covered with one-way communication than with two-way communication.

  At last we can say that though some differences are shown in one-way communication & two-way communication, these keeps very important role for communication process.

Communication Networks

Communication network is the diagram w visua1 the system of information flow thro different channels. It is a technique used for planning and scheduling of the system of communication.

According

to Griffin, “Communication networks are the pattern through which the members of a group communicate”.

According to L.L Barker, “Networks are the interconnected channels or lines of communication used in organizations to pass information from one person to another”.

So, network is formed in organizations to facilitate the flow of information. When communication follows the formal structure, it forms the formal network. For example one symbolic network is shown in the following figure:

In the figure manager 2, 6, 8, 9, 10 constitute a communication network and in this way there may be so many communications net in the organization.

Benefits of Communication Networks

      Communication networks are very important for every organization. Both the organization and the network members are benefited by tie network. The benefits of communication networks are as follows:

  1) There is a close relationship between networks and organizational performance. Communication networks do affect productivity and satisfaction of the employees and thus it has a great impact on organizational performance.

  2) It can broaden the interests of employers.

  3) It keeps the employers more informed about new development.

  4) It also helps the group member know who knows what.

From the above discussion, it can he said that networks are support mechanisms of the organization. It helps employees to grow and perform their job better.

Demerits of Communication Networks

There some demerits of communication networks. It may negatively impact an organization. The demerits are as follows:

  1) Due to the bondage feature of the network its members sometimes may ignore their lob performance properly.

  2) Network of an organization may encourage

an effective manager to leave the firm for a better job somewhere else.

Types of Communication Networks

In consideration of authority, communication networks in an organization can he designed-in a variety of in an organization can he designed in a variety of some networks may be rigidly designed so as to discourage employees from talking to anyone except their immediate superiors. Other networks are more loosely designed so that individuals are encouraged to communicate with anybody at any level. Different types of communication networks are discussed below:

1) The Chain Networks:
      The chain is a simple hierarchical network where messages flow only along (up and down) the scalar chain of command. There is no horizontal and inter functional communication at middle and lower levels. The communication flow is normal and suffers from inflexibility.

      For example, if it is upward communication, two subordinates (A and E) report to the senior supervisors (B and I)) respectively. The two supervisors, in turn report to the

senior supervisor (C). In this network the greatest power lies at the top of’ the chain (C in the figure).

2) Circle Networks:
      When the information flows in a circle way among the members of the communication network is called circle network. The circle allows the members of the group to communicate with either of two adjacent members but others. Normally such a network consists of equal power members. It may also he sometimes hierarchical with greater power at the upper end of the circle. The circle is also a decentralized form of network.

For example, an officer B can communicate only with subjects of A and C. communicates with officer E, B can do this through subject A or C and D.

3) Y Networks:

      Actually this type of’ network is Y” shaped in size. The central level of this network is located fairly high in the management hierarchy and holds the key position in the management hierarchy and holds the key position in monitoring and operating the communication chain. An important feature of the system is that it is slightly less centralized. Another feature is that a stall’ specialist is accommodated in the network.

      For example, In the figure. A (staff specialist) and U (line officer) being equal members interact with C (another line manager)

4) Wheel Networks:
      This type of communication network is like a wheel. In this network, the superiors’ position is in the central point and the subordinates surrounding him. All messages must he sent through the central leader. He is alone the decision maker and he receives and disseminates all information. The other members are completely dependent on the leader for information. So wheel is the most centralized network.

5) All Channels (star) Network:
      The most widely established network is all channel network of communication. This is a democratic type of network where every member of the group can participate equally in the communication of a message with any other members. If there is any group leader at all, he is not likely to have excessive power. Such network is the most decentralized network.

6) Com-Con Networks:
      Com-con networks are another form of Network. It is a combination of star and wheel networks. Any member of’ this network can easily communicate with other members of the network.

      At the end of the discussion, it is said that communication network refers to the pattern of interaction that emerges as a result of group o people sending and receiving 

information from one another.

Selection of communication Networks

      Managers should recognize the effects of networks on group land organizational performance and try to structure their networks appropriately. But there is no one best way to structure networks appropriately. The effectiveness of the various networks varies, depending on which criteria are considered. There are at feast six potential criteria on the basis of which communication network is selected. They are:-

      l) Decision quality
      2) Decision speed
      3) Message distortion
      4) Satisfaction
      5) Network centralization
      6) Information overload

When a manager chooses a particular communication network, first he has to identify the most critical criteria for his purpose and after that he has to explore the alternative networks for one that best meets these criteria.

On the basis of the criteria how the communication network of’ an organization is selected is mentioned below:-
An overview of communication on Network

|Criterion                 |Types of Network                                                                                                       |
|                           |Chain Networks       |Y Networks           |Wheel Networks       |Circle Networks   |Star Networks     |Com-Con Networks   |
|1) Decision quality       |Dependent on leader |Dependent of leader |Dependent on leader |Moderate           |High               |High               |
|2) Decision speed         |Slow                 |Moderate             |Fast                 |Moderate           |Slow               |Depends on         |
|                           |                     |                     |                     |                   |                   |situation       

  |
|3) Message Distortion     |High                 |Moderate             |Moderate High       |Moderate High     |Low               |Low/ Moderate     |
|4) Satisfaction           |High at top low at   |High at centre low   |High inside low     |Moderate           |High               |High               |
|                           |bottom               |at ends             |outside             |                   |                   |                   |
|5) Centralization         |Moderate             |High                 |Very high           |Low               |Very Low           |Moderate           |
|6) Information overload   |Moderate             |High at centre       |Very high at centre |                   |moderate           |Moderate           |
|                           |                     |moderate at ends     |moderate outside     |                   |                   |                   |

Forms of Communication Network

1) Internal Networks: -

When the communication network is formed within an organization with the staff members of the same organization, it is called and internal net internal networks may be 2 types:

  a) The formal communication Networks

  b) The informal communication networks

They are discussed as follows:-

      a) The formal communication Networks:-
      Within the organization, information may flow downward to the subordinates, upward to the superiors; horizontal to the peers and cross channel to the people in different departments within the organization. These four types of communication make up the organizations formal communication network. The directional pattern of this network is very-clear.

      b) The informal communication Networks:
Communication networks do not follow any official or prescribed rules

and procedures. The directional pattern of these networks is very difficult to determine.

2) External Networks:-
A network formed not with the members of the same organization. But with the members of several other organizations is called an external network. Normally, it is formed around some external interests. These interests may include recreation, career interests, trade meetings, social clubs, and professional groups and so on. For example, a junior officer who is a golfer may be member of golf club and by virtue of membership he may get an opportunity to know personally the top executives of many organizations. Usually an external network develops informally. It does not follow any set pattern or rule while exchanging information.

The Differences between Internal Network and External Network

Internal Network and External network are the two important forms of communication Networks. There are some differences between these two networks. They are as follows:

|                 Internal Network                                 |               External Network                                   |
|1) When the network is formed with the staff members of the some |1) When the network is formed with the members of several other   |
|organization, it is called internal network.                     |organizations, it is called external network.                     |
|2) Internal network may be formal or informant.                   |2) External network is usually informal.                         |
|3) It follows the official chain of command.                     |3) It does not follow the official chain of command.             |
|4) In this network information moves down, up and across an       |4) It does not follow any west pattern or rule while

exchanging   |
|organizations formal hierarchy.                                   |information.                                                     |
|5) Such network is formed within the same organization.           |5) Such network is formed outside the four walls of the same     |
|                                                                 |organization.                                                     |

Chapter No: 05

Definition of communication networks

A network is a group of people who develop and maintain contact to exchange usually about shared interest. Communication network is the diagram which visualizes the system of information flow through different channels. It is a technique used for planning and scheduling of the system of communication. In organizations, any message or decision is to be exchanged between the centre and the sections or departments and the persons involved in such exchange of information constitute a pattern, which is known as a communication networks. Two authors definition given below:

      According to Griffin, “communication networks are the pattern through which the members of a group communicate”.
      According to L. L. Barker, “networks are the interconnected channels or lines of communication used in organizations to pass information from one person to another”.

For our better understanding one symbolic network is shown in below:

Fig: A symbolic communication networks
In the above figure, managers 2, 6, 8, 9 and 10 constitute a communication networks. Similarly managers 16, 20, 21 and 22 constitute another set of networks. In this way, there may be so many communication networks in an organization since the size of each network is usually small.

Therefore a communication networks may be

defined as a set of channels or patterns within an organization through which the members of a group communicate.

Types of Communication Networks

In consideration of authority, communication networks in an organization can be designed in a variety of ways. Following are the frequently bused communication networks.

1. The chain networks:   The chain is a simple hierarchical networks where message flow only along (up and down) the scalar chain of command. There is no horizontal and inter communication at middle and lower levels. The communication flow is normal and suffers from inflexibility. The chain rigidly followed the formal chain of command. An example of a chain networks is an assembly-line group. In an assembly line, employees only communicate with those whose work precede or follow their own. In figure, if it is upward communication, two subordinates A and E report to two supervisors B and D respectively. The two supervisors, in turn report to the senior supervisor C.

Fig: Chain Networks

The prominent feature of the chain networks is that the greatest power lies at the top of the chain and the bottom level officers or employees have the least power to exercise. The authority structure is decentralized in this network as no one member is able to communicate directly with all the other members.

2. Circle networks: The circle network is a kind of networks where communication is initiated by either side of group member. It is something like lateral communication without a leader who communicates with each other. The circle allows members of the group to communicate with either of two adjacent members but no others. For example, the people who you may informally socialize with in your office area may be a part of your circle networks. Circle

networks are not described as teamwork. In figure an officer B can communicate only with subject A and C. To communicate with officers E, b can do this through subject A or through subject C and D. An important feature is that such a network normally consists of equal power.
[pic]
Fig: Circle Networks

3. Y networks: Actually this type of networks is “Y” shaped in size. The “Y” network is a slightly modified form of the chain networks. The modification is that one member falls outside the chain. It is the symbolic pattern of the staff specialists who interact with a line manager. So there are two equal top-level members e.g. A (staff specialists) and B (line officer) being equal members interact with C (another line manager).
An important feature of the system is that it is slightly less centralized. Another feature is that a staff specialist is accommodated is the networks.

Fig: Y Networks

4. Wheel networks: This type of communication networks is like a wheel. In this network, the superiors sent messages from the central point to the subordinates surrounding him. In other words, a wheel networks is structured with a leader who sits at the communications hub. An example would be a group of independent makeup consultants who report to one regional mentor. The independent makeup consultants do not need to interact with one another in order to perform. All messages must be sent through this central leader (as C in the figure). The central leader is alone the decision maker. He is a man in the networks who receives and disseminates al information. The other members of the group are completely dependent on the leader for information. So wheel is the most centralized networks.

Fig: Wheel Networks
Wheel networks do not exist in teams, since teams signify

intense interaction between all members of a group.

5. Star networks: This is a democratic type of networks where every member of the group can participate equally in the communication of a message with any other members. The most striking feature of the all channel networks is that it allows a free flow of information among all group members. Such network is the most widely established and decentralized networks.

Fig: Star Networks

6. Com-con networks:
A com-con network is another form of networks. It is a combination of star and wheel networks. Any member of this network can easily communicate with any other members as in the star networks. Only difference of that none member sits in the centre of the networks as in the wheel and he is considered the leader of the group. In this figure, C is the leader and all the employees A, D, C and B are able to communicate with others directly.

Fig: Com-con Networks

Selection of communication networks

      Managers should recognize the effects of networks on group land organizational performance and try to structure their networks appropriately. But there is no one best way to structure networks appropriately. The effectiveness of the various networks varies, depending on which criteria are considered. There are at least six a potential criterion on the basis of which communication network is selected. They are:-

            • Decision quality
            • Decision speed
            • Message distortion
            • Satisfaction
            • Networks centralization
            • Information overload
      When a manager chooses a particular communication networks, first he has to identify the most critical criteria for his purpose and after that he has to explore the alternative networks

for one that best meets these criteria.

An overview of communication networks

|Criterion                   |Types of networks                                                                                                     |
|                           |Chain networks     |Y networks         |Wheel networks     |Circle networks     |Star networks   |Com-con networks     |
|Decision quality           |Dependent on leader|Dependent on leader|Dependent on leader|Moderate             |High             |High                 |
|Decision speed             |Slow               |Moderate           |Fast               |Moderate             |Slow             |Depends on situation|
|Message distortion         |High               |Moderate           |Moderate high       |Moderate high       |Low             |Low/ moderate       |
|Satisfaction               |High at top low at |High at centre low |High inside low     |Moderate             |High             |High                 |
|                           |bottom             |at ends             |outside             |                     |                 |                     |
|Centralization             |Moderate           |High               |Very high           |Low                 |Very low         |Moderate             |
|Information overload       |Moderate           |High at centre     |Very high at centre|                     |Moderate         |Moderate             |
|                           |                   |moderate at ends   |moderate outside   |                     |                 |                     |

Forms of communication networks

Internal networks: When the communication network is formed within an organization with the staff members of the same organization, it is called an internal network. Internal

networks may be 2 types:-

    • The formal communication networks
    • The informal communication networks

They are discussed as follows:-

    1) The formal communication networks:

      In a formal communication networks, messages travel through official pathways (e.g., newsletters, memos, policy statements) that reflect the organization’s hierarchy. Within the organization, information may flow downward to the subordinates, upward to the superiors, horizontal to the peers and cross channel to the people in different departments within the organization. These four types of communication make up the organizations formal communication networks. The directional pattern of this network is very clear.
      (2) The informal communication networks:

      Informal communications move along unofficial paths (e.g., the grapevine, which is now electronic, fast and multidirectional) and include rumors, opinions, aspirations and expressions of emotions. Informal communications are often interpersonal and horizontal, and employees believe they are more authentic than formal communications.   The informal communication networks do not follow any official or prescribed rules and procedures. The directional pattern of this network is very difficult to determine.
      Employees and members use both networks to understand and interpret their organizations.

External networks: A network formed not with the members of the same organization but with the members of several other organizations is called an external network. Normally, it is formed around some external interests. These interests may include recreation, career interests, trade meetings, social clubs, and professional groups and so on. For example, a junior officer who is a golfer may be a 

member of golf club and by virtue of membership he may get an opportunity to know personally the top executives of many organizations. Usually an external network develops informally. It does not follow any set pattern or rule while exchanging information.

The difference between Internal networks and External networks

Internal networks and external networks are the two important forms of communication networks. There are some differences between these two networks. They are as follows:-

|Internal networks                                                     |External networks                                                         |
|When the network is formed with the staff members of the some         |When the network is formed with the members of several other             |
|organization, it is called internal networks.                         |organizations, it is called external networks.                           |
|Internal networks may be formal or informal.                           |External network is usually informal.                                     |
|It follows the official chain of command.                             |It does not follow the official chain of command.                         |
|In this networks information moves down, up and across an             |It does not follow any set pattern or rule while exchanging information. |
|organizations formal hierarchy.                                       |                                                                         |
|Such network is formed within the same organization.                   |Such network is formed outside the four walls of the same organization.   |

Benefits of communication networks:

A communication networks is very important for every organization.

Both the organization and the networks members are benefited by the networks. The benefits of communication networks are as follows:-

      ➢ There is a close relationship between networks and organizational performance. Communication networks do affect productivity and satisfaction of the employees and thus it has a great impact on organizational performance.

      ➢ It can broaden the interests of employers.

      ➢ It keeps the employers more informed about new development.

      ➢ It also helps the group member know who knows what.

From the above discussion, it can be said that networks are support mechanisms of the organization. It helps employees to grow and perform their job better.

Demerits of communication networks

There are some demerits of communication networks. It may negatively impact an organization. The demerits are as follows:-

      ➢ Due to the bondage feature of the networks its members sometimes may ignore their job performance properly.

      ➢ Another negative impact of the networks on organization may be when net workers encourage an effective manager to leave the firm for a better job somewhere else.
Chapter No: 06

Organizational Communication:

When communication occurs in an organization, it is called organizational communication .Actually it is not a separate type of communication. Rather it is interpersonal communication and group communication that take place in an organization.

Various scholars defined it in different ways. One such definition is quoted here.

      Accourding to J W Scuze, “An organization is a combination of necessary beings, materials, tools equipment, working space and appurtenances brought together in a systematic and effective correlation to accomplish some desired object”.

From

this definition it is found that to reach the organization goal utilize these elements ,and making plans data collection ,and issues necessary instruction to employees all are related to organizational communication.

Finally we can say that organizational communication is the process by which an organization exchanges information and establish a common understanding with the organization and outside the organization.

Intra-organizational Communication:

Intra-organizational communication is very important for any typ0e of organization; it can be downward or upward and can be horizontal and vertical. It can be written, oral or combination o froth.
Communication occurring within the same organization structure is called intra organizational communication. This communication takes place between or among the employees or officers of the same organization .some popular definition of intra- organization are mentioned below ---

      According to S.P.Arora says, “Messages exchange between higher official’s executives and employees of a same organization is known as intra-organizational communication”.

      According to Bovee and his Associates, “Intra-organizational communication is the exchange the message among organization members.

    From the above discussion we can say that, the communication that is occurred among the high official’s executives and employees within the same organization is called intra organizational communication. In fact when the employees of an organization exchange views, opinion, comments, feelings within organization it is related to intra-organizational communication.

Inter-organizational Communication:

Communications that takes place between the organization and outside individual or group is called

inter organization communication. It is a linking process with outside organization or people to generate business activities.

      According to Bove and his associates “Inter-organization communication is the exchange of information between the organization and outside individuals or groups.”
      According to Lesikar and pettitt “Inter –organization communication is that part of an organization structured communication concern with achieving the organization work goals that with conducted with peoples and groups outside the organization”

From the above discussion ,it can be said that when the organization establishes communication with its outside parties directly or indirectly involve with it for systematic conducting its activities to race its expected targets is called inter organization   communication.

Problems of organizational Communication in Business Enterprise of Bangladesh

In maximum organization Bangladesh, the system of communication as designed and maintained has already been proved to be defective. So for the absence of proper communication process, the business concerns are every day and every stage facing difficulties. The following are the problems to communication have been detected out in the business circles in Bangladesh;

1. Management pattern: The management pattern of the business organization in Bangladesh is very complex. The supervisory layering are so excessive that it takes a long time to send formal messages to the destiny overcoming those layering .so it thus hampers the normally of the flow of communication .

2. Animosity, Attitude: Both formal and informal groups play supplementary o-complementary role in attaining desired goals of the organization .for hostile attitude of the parties concerned communication

serving different purposes can not see the light of reality.

3. Stereotyping: The previously perceived ideas or assumptions either wrong or pragmatic are generally applied massively in Bangladesh. This propensity ultimately collapses the communication system.
4. Difference in education in qualification: It is regretful that discrimination in education among the management and subordinates is explicitly remarkable in our country .In almost all enterprise, many uneducated and illiterate people are working, having no capability or skill of communication.

5. language Barrier: Though our mother tongue is bangle, its prevalence is not notable at all .In most organization the task of communication is accomplished using the internationally recognized language .From an observation it is marked that the organization systems of our country could not satisfactory ensure this language from all standpoints.

6. Labor management relation: Regretfully it can be uttered that in our country the relationship existing among the labors management and even owners is dissonant. They are engaged in clash against each other. This bears a negative impact upon overall communication system.

7. Lack of training: The people connected with the process of network should essentially be skilled in transmitting message to the ultimate destiny using proper language and channel .But in Bangladesh; people positioned in different hierarchies are not, in the truest sense, skilled in these mentioned eases. This makes communication sometimes absolutely.

8. Lack of publication: Organizationally published writings basically help the parties concerned in mutually exchanging information. Views and thoughts thus strengthening cemented relationship .In our country intentionally or unintentionally

business concerns do not take initiative in this regarded to develop communication affairs.

9. Cost of communication: cost involvement is a factor of communication either in written or oral. This is to be incurred in such a manner that is becomes an unmissed blessing for the parties relating there to. In our country cost is higher than the benefits they derive from communication.

  These are the problems of organizational communication in the organization in Bangladesh are not properly and dynamically resolved by the right persons concerned embodied with communication , the question of the effective communication will always be raised . So they should be very much dedicative and particular to solve these stated problems faced and posed by them in day to day activities to see the light of hope in the field of communication.

Tools of Internal Communication:

To communicate internally a number of forms are used. The media depends on the nature of information. Some commonly used forms are as follows ----

1. Memo: The most commonly used means of business communication especially among departments are memos. A memo provides a format of a concise massage. Through this form, information flows across and up down in the firm. It conveys information, make request and provide responses and present reports.

2. Interview: sometimes is arranging with a view to establishing internal communication with the subordinates. Under the circumstances a chance is created to exchange views and thoughts with them by the authority concerned.
3. Telephone: The use of telephone is increasing for internal communication. The size, nature, and scope of organization affect the use of telephone for internal communication.

4. Fax: when department of branch or units 

of an organization are scattered is different places than fax is used for internal communication.

5. Internet: Due wide use of computers now a day, on line system has given a new image in the area of communication .Such a system interconnects all the computers of an organization to create effective and first communication.

6. Report: A report is another well known medium of internal communication. A report contains information based on investigation is sent to the authority concerned. It is an excellent means of internal communication.

7. Posters: Eye catching posters are used to communicate various norms, rules, principles and ideas of an organization to make its employees aware and up-to-date.

8. Notice board: Notice board is used by many organizations to send a massage to the employees’ .It must be kept up-to-date an attractive and should he place where employees make assembly.

9. Complaint and suggestion Box: At some convenient places I the office or the factory, complaint and suggestion boxes are kept so that employees drop their complaints and suggestions, if any into the box.

10. Questionnaires and survey: Information about employee attitude, morale and relationship between management and subordinates etc. may be collected through the use of questionnaires and surveys.

    At last, we can that above methods are usually and commonly used by the people     concerned for the internal phenomena and interest of the concern.

Office Orders

The word “order” suggests acceptance or compliance usually an order is a message conveyed to the subordinates with a tone of command. It is an important tool of internal communication which moves from the higher – ups down to the subordinates.

An order is usually associated with posting, transferring,

and promoting, demoting, suspending, terminating reinstating of an employee granting him any privilege, imposing certain restriction etc.

As it is very sensitive form of communication .The following points would be kept in mind while drafting orders:

      (і)   Orders must be very concise; they should not contain any unnecessary detail.

      (іі)   The language used should be clear i.e.; it should be written in very simple words that can be easily understood by all.

      (ііі)   An order should clearly specify the persons for whom it is issued for. Some orders are sent to the concerned individuals with copies to the concerned department, others may be meant for display on notice boards.

Here is an example of office order:

Memorandum

Memorandum is the letter written inside the organization. In short sense, memorandum is written from one person to another person within the same organization .The literal meaning of the word memorandum is a note to assist the memory.

According to oxford Advanced learner’s dictionary –
A memorandum is a written note or communication especially in business people working for the same organization
.
However, a memorandum is used for internal communication between executive and subordinate or between officers of the same level. If is never sent outside the organization.

Here is an example of memorandum

|Global Enterprises                                                             kualalumpur                               |
|MEMORANDUM                                                                                                             |
|To ----- -----------                                                                                                   |
|From ------------             

                                                                                        |
|Date -------------                                                                                                     |
|Subject-----------                                                                                                     |

Use of Memorandum:

Memorandum is an effective tool of internal communication of an organization boundary.

It is specially used in the following reasons –

    ➢ To issue instruction to the staffs
    ➢ To communicate policy changes to the staffs.
    ➢ T o give suggestion
    ➢ To confirm a decision arrived at on the telephone to intimate granting permission to do something
    ➢ To seek explanation on some matter of conduct etc.

It also used in some other situation. However it may not be found appropriate if the matter is complex or serious nature involving tenthly decisions. A memorandum can be field for future reference.
Format of Memorandum

Memorandum is used for internal communication only. So its format is different from that of a letter. It must be easy, clear and brief.

There are three factors to be kept in mind while a memorandum prepared.

  1. Who is going to read the memorandum?
  2. The subject matter of the memorandum and
  3. The company home style.

A memorandum is written in the company pad. It is essential to write the name of the person sending the memorandum and the name of the recipient and the designation or department of both persons.
It must also have reference number .There is no solution and the written signature is put without writing the subscription or complementary close. It should be properly dated, written in direct style, and as brief as possible.

There is a draft

of a memorandum-
[pic]

An example of a memorandum is shown below

Advantages of Memorandum:

The memo form enjoy the following chief advantages –

  1. Concise, Brief and simple: A memorandum is concise brief and simple but communicative. Sender can easily draft it and receiver can easily understand.

  2. Involve less cost: A memo is cheaper means of written communication because it does not involve any expensive stationary.

  3. Convenient to use: A memo is very convenient for using as written media.

  4. Act as reference: memo can be used as evidence for future reference.

  5. Serve routine: memo is used in the office to serve routine purpose and helps to exchange day to day information inside the business.

    In conclusion we can say memorandum is an important tool of an organization. But now –a – days with the advent of computer they are often preceded electronically as faxes or email.

Definition of Circular Letter:

Letters are of many types. Circular letter is one of them. The circular letters are used for business and non-business purposes. When any information or data is to information a large number of concern people in a written form it is termed as circular letter.
In other words the letter that informs any business news to its interested group through a circular or a declaration form is called a circular letter.

      According to, prof. W.J. Weston, A circular letter is one which is meant to be read by number of correspond dents It us if the natural of an advertisement and of is usually a business announcement or an attempt to advance business”

According to Rajendra Pal and Karlalalll, “on certain occasion a businessman has to communicate some massages to a large number of his customers and suppliers,

for this purpose the use they use circular letter”.
Analyzing the above discussion and definition we can say that the letter which is prepared to circulate business or non-business information with a minimum cost to large number correspondents.

Features of Circular Letters:

A circular letter possesses many characteristics. It must be written, cover large number of suppliers and customers. The main features of circular letter are given below.

1. Advertising: The important characteristics of circular letter are to obtain publicity for a cause, a campaign or merchandise.

2. Motivation: This letter creates motivation in the mind of customers and suppliers so the language format, style and way of presentation should be clear, precise and fair.

3. Conciseness: The main contents must be reflected by easy and lucid language. It must not create any annoyance in the mind of readers.
4. Courtesy: The letter should be written in a polite manner.

5. Mutual understanding: It saves times and maintains mutual understanding in the mind of concerned groups.

6. Confidence: It is very helpful to the readers for creating confidence with faith.

7. Totality: It maintains totality or universality.

8. Art of writing: All words should be easy and attractive.

9. Efficiency: The letter must be organized efficiency .All facts and documents of advertising must be imbalanced by a circular letter.

1o.Relevancy: It must be relevant logical and it consistent w the objectives of the business.

    At last we can conclude that circular letter is one kind of advertisement. So it should be clear definite and realistic.

A sample circular letter is given below ---

Good News/letter (yes letter)

A general rule to follow during writing a letter is to say

the good news quickly and bad news slowly (late). Since the ‘yes’ letter is a good news letter, you immediately give the reader the good news, the central idea of the letter. A letter carrying messages of approval and appreciation is an example of a good news letter. A neutral (or information) letter which is neither good nor bad also follows the same pattern of writing (deductive).A letter of inquiry falls in this group as it is neither good nor bad also. Follows the deductive approach for writing good and routine messages i.e. put the central idea first and detail next. Write your letter deductively;

      ➢ When the message will please the   reader

      ➢ When the message is routine (will neither please )
After you have given the good news or major idea in the first sentence, follow up with     back ground information or additional explanation i.e. give the supporting details in the most appropriate sequence This type of letter ends on a friendly and forward looking note

In a good letter you should begin with brief and to the point subject. The best way to write a clear idea for what you want to say. Before you put one word on paper, ask yourself this: what is the single most important message I have for the audience?

|Instead of this                                                 |Write this                                                       |
|I am pleased by informing you that after deliberating the matter|You have been selected to join our firm as a staff accountant   |
|carefully, our personal committee has recommended you for       |beginning march 20.                                             |
|appoint as a staff accountant.                                   |                                                                 |

Bad

letter (No letter)

Before we can begin writing any letter we must determine what the message is and what the receiver’s reaction will be. When the message is incomplete (a, ‘no’ answers to a request, for example) we can say it is a bad letter.

Good and routine message are easier to write .But it is very difficult to convey the bad news just as it is difficult to accept. This is difficult because you must keep in mind the two fold purpose of writing a bad news message:

      ✓ To say ‘no’(i.e. send the bad news )and

      ✓ To retain the readers goodwill.

To accomplish these dual goals .begin this type of letter by trying to get the reader’s favorite interest. To this end, give such information first as both you and the reader can agree. Continue your writing on a positive note politely, clearly and firmly with reasons of your noncompliance leading to the ‘no’. You must have show the reader that you have seriously considered the request but as a matter of fairness and good business practice you have no potion but to refuse the request .remember you don’t end the letter with a ‘no’. At the closing of such a letter, try to find something favorable for the reader. Mind it; you want to retain the reader as a customer .This is the logic why bad news letters are organized inductively i.e. details precede the centre idea. Inductive approach is appropriate:

                  ▪ When the message displease the reader and

                  ▪ When the readers may not be interested in the message.

.Business letter or commercial letter (05, 06, 08)

A business is a traditional form of business massage .It is one of the impartment written media of business communication .It is called weapon to communicate formally in the business world to solve the problem.

The written form of communication which is used for business related exchange of views, ideas, and feelings is called business or commercial letter. In other words “any letter designed and directed to the exchange of information connected with trade and trade related activities is known as business letter.

According to J.Hanson, “the letters which are exchanged among businessmen in connection with business affairs are called business letter.”
According to Taintor , “All letters written for business purpose are business letters”

According to pillai and bahavithi, “business letter includes all kinds of letters that may be written conducting business transaction
.”
Form the above discussion it is clear to us that business letters concentrate on the business related issues. All types of matters, transactions can be represented by a business letter.

Characteristics or qualities or essentials of good business letter:

A good business letter posses many characteristics. It is an important form of written communication .They is explained below:

1. Easy presentation: A business letter must be presented in an easy or logical manner.

2. Clearness: The structure of letter should be clear, attractive and fair. Every business letter must be written in a prescribed form or typed or computerized.

3. Relevance: The letter must be relevant and meaningful. No matters will be exaggerated or exclusive.

4. Proper planning: Before writing a business letter the writer must have the knowledge about the company’s policies, procedures, principles, mission, vision and the like.

5. Correctness: All information must be correct, accurate, and precise. In a very big letter the reader may lose exact meaning of the letter.

6. Consistency: of course the

business letter must be consistent and relevant. It must follow an order of sequence.

7. Brevity: There is a proverb – “Brevity is the soul of wit.”

8. Promptness: Respond is very essential for business letter. If you need time acknowledge letter and indicate how soon you will send a specific reply.

9. Knowledge of the subject: this includes the knowledge of the past correspondence if any, if any, the requirement of the firm’s policies.

10. Appropriateness: The language of your letter according to the need of the occasion as well as the psychology of the reader should be appropriated.

11. Courtesy: There is an English proverb that “courtesy costs nothing but gains more”. All business letter writer must keep this proverb during the writing a business letter.

12. Persuasion: It means winning people to your point of view not by coercing them but by making positive suggestion and explaining that what you say is to their advantage.

13. Simplicity: The language of letter should be easy and simple. Nobody should use intellectual, unknown and more complex words.

14. Neutrality: During writing a letter, the writer should be neutral and impartial.

15. Cordially: According to the Bardos – “you most be cordial to your reader “. What the writer is most careful to his letter, it becomes very attractive and beautiful.

    In fine we can say that a business letter is always formal. The writer must pay proper attention at the time of writing a letter. The success or failure of a letter completely depends on the writer’s presentation capacity.

The Importance of Business Letter

The business letter is the ambassador of the business .It help to create communication between business firms. The following points highlight about the importance of

business letter.

  1. Advanced communication system: Business letter provides the means for communication in the business world. Modern business is expanding and as a compulsory support such letter is widely used.

  2. Silent an ambassador: A business letter acts as an ambassador between sender and receiver of massage.

  3. Establishes business relations: Business letter helps the businessmen to establish good business relation among them .A letter may change the idea of the receiver favorably for the sender.

  4. Documentary evidence: business letter serves as documentary evidence of any matter in near future.

  5. Reference: Business letter acts as a reference for future correspondence. Therefore, it provides the link between past, present and future.

  6. Maintain secrecy: Massage sent through telephone or messenger is risky in respect of maintaining secrecy. Business letter helps the authority to maintain secrecy of any matter.

  7. Settlement of transactions: contribution of business letter is not less in settlement of business transactions. This is the easiest way of performing their monetary transaction.

  8.   Domestic and foreign: Business letter plays an important role in handling domestic and foreign trade. There is no alternative to business letter in this trade.

  9.   Reduction of cost: Business letter involve less cost .If we use any technology, it will cost us much. Business letter although cheap but effective in action.

  10.   Creation of market: A business letter helps the enterprise to create a market for their good and services in home and abroad.

      At last we can say that world is becoming smaller and everything is possible only by the use of business letter.

The Various Part of Business Letter:

The

mechanical structure of a letter constitutes the deferent parts of letter that should have their customary place in it. The arrangement of different parts of business letter fixed by custody and makes a world of difference in the impression it conveys .A letter being calling in an important form is as bad as a salesman on a client follows the accepted form correctly.
1. The heading: The portion of the name, address, and other information related thereto is called the heading; heading is covered by the name of the enterprise, address, telephone number, telegraphic address etc. at the top of the letter.

2. The date: generally the column of the date is just below the letter head at the right side, of course, with some expectations. To ensure the effectiveness of a business letter, it should be duly dated.

3. Reference No.: Reference no .is written at left portion of the letter in between the heading and the inside address.

4. The inside address: it is essentially one of the principle parts of a business letter when the receiver’s address is written below the reference number it is called inside address.

5. The attention line: the person who can take prompt action for the letter, his name and department are started here.

6. The subject heading: The subject heading is gist of the business letter. It can write in the sense that the reader can quickly understand the writer’s objectives of writing the letter by starting at that subject head.

7. The salutation: it is the complementary greeting with which the writer opens his letter. Salutation is made according to status of the receiver.

8. The body: it is that part of the letter which contains the massage or the information to be communicated and therefore the most important part.

9. 

The complimentary close: It is course, necessary to draw conclusion of the body of letter by writing complementary close. It is written in keeping pace with the opening salutation.

10. Others parts: Others parts of business letter are given below --

(a) The signature. (b) The enclosure. (c) The carbon copy (d) The identification mark etc.

Finally we can say that the above are the parts of a business letter.

Letter of Recommendation:

A letter of recommendation is usually written by a referee in response to request made either by the application or by the applicant or by the prospective employer. A recommendation letter carries the massage of evaluation about someone who looks for a job.
Letters of recommendation used in securing employment may be mainly of types:

        1. General.

        2. Specific.

General recommendations are often requested by students and issued by educational institutions they attended .This type of letter is addressed to none in particular. And hence it does not have the inside address salutation and complimentary close. At the top of the letter is written either. To Whom It May Concern “or simply” Testimonial he is expected to mention the efficiency, industriousness and integrity of the person testified.

A specific letter carries messages of evaluation regarding the candidate’s fitness for a specific position.

A specimen of a recommendation letter for a job---

Dunning Letter:

letter are of many types .Dunning letter are written is a series .the notification sent by a supplier   to his reminding the letter to pay their outstanding dues to the former is called collection or dunning letters. Some popular definitions of dunning letter are mentioned below.

      According to prof. Hopsons, “The letter

written by a creditor to his debtor requesting him to pay the amount due in his account is known as collection or dunning letter”
      According to L. Gartaide “Letters requesting payment of overdue accounts are termed as collection letter.”

Form the above discussion we can conclude that collection or dunning letter is a written means through which the seller reminds his customer with an appealing tone and systematic manner to pay the outstanding dues from past credit transactions.

Features of Dunning Letters:

Dunning letters are written in the series. The final letter of a series contains some distinct feature. These are as follows;
1.   Mentioning the reference of previous letters.
2. The opening section of the final letter is brief because the customer is well aware of the situation.
3.   The language o this letter is not discourteous but makes les us e of courteous words.
4. The seller expresses relatively straightforward opinion.
5. In this letter, the seller clearly shows his dissatisfaction regarding non-payment of dues by the customers.
6. Since this is the last letter, it gives an ultimatum for payment of overdue bills.
7. Through this letter, the seller indicates threat of legal action if the customer does not pay within the date.
8. In this letter the seller offers any discussion with the customers only after the full payment of his account.
9. Although this letter indicates threat of legal action, it expresses regret for this.
Form this above discuss we can say that these are the some important features of Dunning letter.
Stages of Collection Dunning Letters:
Collection letters are usually written in series, if the dues are not paid by the customer then every stage is required to be covered. The following are the five collection

stages.

1. Sending statement of account: The customer is given periodical statement of account showing the amount due to him so that he can remit money to the terms of payments.

2. Reminders: Many customers pay promptly but some others may fail. Depending on the situation, a company may send more than more reminders to the falling customer before moving to the next stages.

3. Inquiry: After sending the normal remainders without any success, the creditor’s inquiry from the customers to find out the causes of being unsettled or withheld payment.

4. Appeal: When an inquiry letter fails to bring any positive response form the delinquent customer, an appeal letter come into the picture including self-respect, duty, justice, fairness, co-operation and self-interest.

5. Warning or Ultimatum: A definite time is given to the debtors to pay the dues and if the debtors fail to pay within the given time, his case should be passed on to the lawyers. Such a warning is placed though such letter.

CV / Resume:

The CV (curriculum vita) or Resume or the personal data sheet is a brief record of an applicant’s personal details, educational qualifications, specialized trainings, experiences, references and other job related information typically prepared by a job applicant. The related details are grouped under one sub-heading for quick and easy reference.

The word Cv is mainly used in British language ,Bio- data is used in south –Asian countries and Resume is used in America Cv and resume both   hear same objectives. They express the applicant’s introduction, qualification skills and experience to the employer.
The CV or curriculum vita is a marketing tool .with your CV you will be able to promote yourself. Imagine the CV as being a brochure that will list

the benefits of a particular service.

The service being your time and sills when writing a CV look at it from your employers points of view .would you stand out gains the competition (the other candidates ) and would the manager want to talk you for a possible job? You have to ask yourself these questions when writing your CV or curriculum vita.

A CV is an essential tool in your job search. When applying for a vacancy you generally first have to send your CV to present yourself to the prospective employer.

So a CV or curriculum vita is;

      ➢ Your life History
      ➢ Your job history
      ➢ Your achievements
      ➢ Your skills
Types of CV:

Types of CV analyzing the correct related websites, magazines and newspapers there are various types of CV are seen as chronological CV. Function CV combined CV Targeted CV, creative CV etc.
  But we can simply divide the CV into two basic groups:

  1. CV for fresh applicant

  2.   CV for experienced person

The first is for those who are going to enter into job market for the first time. And the second is for those who have work experience person; all the above points will remain the same. But instead of career objective it will be career objective it will be career summary and last of all the work experiences should be mentioned.

Different Parts of a CV:

The following information is to be presented in a CV in an organized way:
    ➢ Title
    ➢ Career summary – mostly applicable for the experienced persons.
    ➢ Career objective- mostly applicable for the fresh applicants.
    ➢ Experience
    ➢ Education and Training
    ➢ Additional information
    ➢ Personal information
    ➢ Reference

1. Title: Your name will come first in the title. It should be in bold format and

in a larger font [avoid using your nick name].Then writes your address [your present address where you can receive mails by post], phone number and email address. This portion will be on the center of the page               to         draw               the         attention.

2. Career Summary: This mostly applicable for the persons having experience more than 4-5 years. State the sectors of your experience in maximum   6     to       7     lines.       State     in       short         the       achievements       of       your         career         [if any].

3. Career Objective: This section is generally applicable for the fresh candidates or the candidates or the candidates with little experience (1-2years).mention the immediate goal of your career in this part. Also mention how your experience and potential match with the position you are applying for. Bring up your positive skills for the position. It is important to write your career objective according to the criteria mentioned in the job announcement.

4. Experience: for the experienced candidates, this section should come before the ‘Education Qualification’ section.

Things that you should mention in your experience details are as follows:

    ➢ Organization name
    ➢ Designation
    ➢ Time period – from &to
    ➢ Job responsibility
    ➢ Special Achievement

If you have working g experience in difference positions in a same organization, mention it in different phases.

5. Education &Training: Education &training part should come before experience part for a fresher. You will mention your degrees in education part with the following information.

    ➢ Name of degree (such as SSC, HSC, B.COM)
    ➢ Duration of course
    ➢ Name of institutions and board.
    ➢ Year of examination

and date of publishing result(if necessary)
    ➢ Result and achievement (if any)

You should mention your most recent degree first like your experience part, then mention others degrees by turn. You need not to mention the result of any degree if any or the result is very poor one. Remember that, it looks odd if you mention the result of one degree and avoid another.

6. Additional information: the information that does not fall in the above mentioned parts but is related with the job must be shown in this part.
For example:

    ➢ Professional achievement
    ➢ Award
    ➢ Language proficiency
    ➢ Computer skills
    ➢ License, government identity ,publications authorization
    ➢ Voluntary work etc.

7. Personal information: you can mention yours parent’s name, resent and permanent address, religion, traveling places (country) if any hobby etc. in this section.

8. Reference: The name of any close relative as referee in reference part. Referees should be the persons who have seen you closely in your student life or working life. You must mention the phone number, address and e-mail (if any) of your referee. It is better to mention two or three persons as referees. It is important to inform your referee that you have mentioned his name as referee in your CV.

Job Application Cover Letter

A cover letter is a letter that we send to accompany our CV when apply for, whether advertised or when we are sending an unsolicited application. Do not over look this tool as it can be a great asset in our job hunt.

An overview

    ➢ A cover letter is sent with your CV .It can make the difference between being successful in your job search or not

    ➢ Cover letters are generally not read during the first candidate selection, but usually

they will read when the candidates have sort listed. Do not waste such an opportunity.

    ➢ Always include a cover letter even if the advertisement dose not specifies that one is needed.

    ➢ Your cover letter should not a copy of your CV .Specify some of your cover letter achievements and be sure you know how to handle Cover Letter weakness

    ➢ A cover letter is a way of showing your writing and reporting skills.
    ➢ Your cover letter should be customized per employer. However if you are sending a lot of CV, this task could prove impossible. Try instead to have a cover letter per industry or per area.

Do not mention salary in your cover letter. If the job advertisement requests your expected salary then mention a range rather than a specific amount. For example: BDT 20000.now, there is a sample of a cover letter.

The Sample of Cover Letter:

Include: 1. curriculum vita
                      2. Photograph
                      3. Experience certificate.

The sample of curriculum vita:

                                              M. Saidur Rahman

                                              H.N 23, Road No.2

Padma Residential Area, Rajshahi

                          Ph: 01746076974, E-mail: L msaid09@yahoo.com
Career objective:

To serve in a responsible executive position at a well –structured organization and successfully apply acquired managerial and interpersonal and interpersonal skills to enhance organizational efficiencies.
|Exam         |School/college/Department                   |Board/University                             |G.P.A                   |Year           |
|MBA         |Accounting & Information Systems             |Rajshahi University                         |3.85 (A)               |2010         

|
|B.B.A.       |Accounting & Information Systems             |Rajshahi University                         |3.81 (A)               |2009           |
|H.S.C       |Agrani School and College                   |Rajshahi                                     |5.00 (A+)               |2004           |
|S.S.C       |Agrani School and College                   |Rajshahi                                     |5.00 (A+)               |2002           |

Academic Qualification:

Language Proficiency:

Personal Skills:

Personal Details:

Extra curricular Activities:

Experience

Reference

Chapter No: 07

DEFINATION OF MASS COMMUNICATION:

Mass communication refers to the transmission of message to a large number of general people. Through mass communication, information can be transmitted quickly to a large number of geographically dispersed people. The audiences of mass communication may be heterogeneous in nature; large in number and scattered in a vast boundary of space It requires many intermediary channels to transmit information to the huge number of audiences. Mass communication is alone through ratio, television, newspaper, magazine, periodical etc.

In the opinion of Charles, R. Wright: Mass communication is a special kind of social communication involving distinctive characteristic of audience, the communication experience and the communication.

      R.P. Molo, defines: “Mass communication is a process through which an individual organization or govt. Communicates with the general people.”

      John Vivian stated: “Mass communication can be defined as the process of using a mass medium to send messages to large audiences for the purpose of informing, entertaining or persuading.

      At last, we can say mass communication is a process 

of transmitting messages quickly to a large number of scattered audiences of different characteristics by using various intermediary channels like Radio. Television, Newspapers, Cinema slide etc. It is an extension of human voice through some intermediary channels.

The Characteristics of Mass Communication:

Mass communication is very similar to other forms of communication. It involves people, messages, channels, noise etc. However, it possesses the following special characteristics/features in addition to the characteristics of general communication.

      1) Large Number of audiences: The most important characteristic of mass communication is that its audiences are relatively large. Audiences of mass communication may exceed millions after millions.

      2) Scattered audiences: The audiences of mass communication are scattered in a vast geographical area, even in the whole world. So its audiences are for away from the source of information.

      3) Personally unknown audiences: In mass communication, message flow to scattered external audiences. Usually, the audiences are personally unknown to the communication.

      4) Common Messages: Mass communication delivers the same messages simultaneously to a vast and diversified audience. Whoever wish and has the ability to afford the media can easily receive the message from the mass communication channels.

      5) Rapid means of communication: Mass communications is defined to be rapid means of communication. It spreads quickly to the mass audience through reproduction and distribution. For example-newspapers appear every day, magazines weekly or monthly.

      6) Use of mechanical or electronic media: Mass communication relies on mechanical or electronic media to address large and diverse

audience. The media include ratio, television films, newspapers, posters, leaflets etc. Mass communication does not take place through face-to face or telephonic conversation.

      7) Requiring professional help: Developing and designing the message of mass communication requires help of professional communicators. The professional communicators include reporters, editors, actors, authors, writers, official spokespersons and so on. These professional communicators design, edit and disseminate news, entertainment, dramas, advertising messages, public relations messages and political campaigns.

      8) Use of modern technology: Modern mass communication requires the use of various specialized modern technologies such as computer, computer network, fax, mobile phones, broadcasting media, printing devices etc. for effective proportion and distribution of message.

      9) Intermediary channels: In mass communication, a message is transmitted from its original source to widespread audience through an intermediary channel such as newspaper, ratio, and television and like.

      10) Professional communication: The originator of mass communication i-.e. the senders of the message are professional communications. They often use the same channel of communication to meet their purpose.

      11) Specialist’s Assistance: To make mass communication effective the help of production specialists such as a new team, a film company, machine operators, cinematographers, an editor etc. are very much essential.

      12) Use of specialized Technology: Specialized technologies such as film or broadcasting means, printing devices and other electronic technologies are used to transmit the messages of mass communication.

      13) Undifferentiated Audience: The

audiences of mass communication are fairly undifferentiated. Under this method of communication no discrimination is exercised in the distribution and delivery of message. As a result they enjoy equal opportunity in getting message.

      14) Absence of Feet back: Feed back is essential for the effective communication. But in case of mass communication feedback is absent or sometimes there may be poor response from the receiver.

In the light of above discussion it can be said that mass communication has its some own special characteristics than other forms of communication. In mass communication, a message is transmitted from its original source to widespread audience through an intermediary channel such

THE IMPORTANCE OF MASS COMMUNICATION IS BUSINESS:

Mass communication is widely used in the fields of business. It plays a vital role in establishing relationship with market. Without it business can not think of any function. A brief discussion in this connection is prescribed below:

1) Introducing business: It is very much essential to inform the mass people about newly introduced business concern. In this case, most effective and less laborious means is mass communication.

2) Publicity for Goods: People are required to know about the product or services provided by a business concern. Such publicity is conveniently done through mass media.

3) To compete in the market: The business of today is very competitive because every producer tries to convince its customer with new product or service. Business firm is always looking for creative idea and therefore satisfying its customer. For any slight change, business firm doesn’t hesitate to communicate with the general people. It always makes the people aware by giving information regarding its

product or service. Here business firm takes the help of mass media.

4) Forecasting demand: Producers forecast the demand of its product and produce accordingly. Mass communication helps the producers to collect information in this connection.

5) Economic development: For economic development in a country, there must be investment and such investment comes from saving. Mass communication can help capital saving and mobilizing this saving towards various channels.

6) Creating social link: To create social awareness, mass communication plays a vital role, Crime, terrorism; bribe corruption and other issues are highlighted through mass media. Furthermore, every concern in the society interacts with the mass people through mass communication.

7) Survival: In the competitive market every organization wants to survive. There is a proverb that “Survival of the fittest”. In this connection the enterprise takes help of mass communication.

8) Advertising products and services: Mass communication plays a vital role in advertising products and services. Mass media like Radio, Television. Newspapers and magazines are the prime vehicles of advertisement. Through, advertisement on mass media, businesses can persuade potential customers easily.

9) Administering the business organization: A large organization may employ thousands of employees. Top-level executives cannot personally communicate with all of them. In such a situation, mass communication is the best way to provide the employees with the necessary information, instructions orders, guidelines etc.

10) Interdepartmental co-ordination: Large organizations usually have various departments like production. Procurement, marketing sales, administration accounts etc. Success of those businesses depends

on timely completion of various departmental activities in a coordinated way. Mass communication helps in coordinating those activities through monthly quarterly, or yearly reports, handbill circular letter etc.

11) Maintaining good lab our management relationship: Congenial lab our-management relationship is a pre-requisite for organizational success. Creating and maintaining good relationship require frequent communication between workers and managers. Mass communication media facilitate frequent communication and thus maintain good lab our-management relationship in the organization.

12) Increasing social linkage & business goodwill: Mass communication also promotes linkage and bondage between business and society. Mass media can highlight the positive contributions of a business like donation to flood victims, distribution of winter cloths, contraction of houses for shelter less people, providing scholarship to the meritorious students etc. As a result acceptance and goodwill of a business increases.

Others: Mass communication is also very helpful in the following cases:

    i. Change of name and address of a firm.

    ii. Change of ownership

  iii. Opening new branches or closing existing branch

    iv. Innovating new products.

    v. Reduction of sales prices

    vi. Calling meeting/declaration of general meeting

  vii. Declaration of dividend

  viii. Admission or retirement of a partner

    ix. Death, Marriage or anniversary

    x. Spreading education

    xi. Developing international relation

  xii. Forming public opinion

  xiii. Technological change or innovation

In the light of above discussion it can be said that mass communication plays a dynamic role for the business development.

Scope of

Mass communication:

The scope of mass communication is wide. In every economic activity the mass communication system plays a vital role. Now days it has become so pervasive that our social commercial, national or international lives are affected vastly. The scope of mass communication in discussed below-

1. Trade and commerce: Mass communication is widely spread in every step of modern competitive and specialized marketing activities-without mass communication system foreign business is impossible. Because all type of commercial activities are done through communication system. It also reduces time and expenditure.

2. Social Affairs: Mass communication plays a vital role in social mattes. We can get news from TV or Radio of our country, such as about drought, flood, war etc. Through mass communication other people at home and abroad can know these evil days and stand immediately by the side of the affected people.

3. State Affairs: Various Governmental and commercial plans and policies can be shown on mass media so that the people of a country can easily know the rules and plans of Govt.

4. Political Affair: National and international political condition can be easily known through mass media. People can know the important political issues, feelings, arguments etc through mass media.

5. Organizational Programmed: Through mass communication information relating to the organizational programmed can be easily served to the members and other desired persons.

6. International Affairs: The scope of mass communication is not confined within the boundary of a particular country. Without mass media we cannot get idea about our world. Various important matters can be known through mass media.

7. Publicity of products and services: There is no better

alternative than publicity for the large scale organization to make aware of the prospective buyers about newly innovated products and services.

8. Business management: Business activities relating to management may sometimes resort to mass communication. Various news of business activities like, employment, share valuation can be known through mass communication.

9. Education: Scope of mass communication is very much wide in extending educational programmed. Various educational programmed are telecast on television or written in newspaper for all common students.

      In Fine we can say that, there are no place where mass communication dose not play role.

OBJECTIVE OF MASS COMMUNICATION:

The main object of mass communication is to convey any important matter or issue to mass people at home and abroad. Noted below are some worth mentionable objectives or purposes-

1. Achievement of goals: The main purpose of mass communication is to achieve the target of the organization through persuading and motivating the audience.

2. Transmission of Information: The important purpose of mass communication is to inform the public or the world members of any matter of an organization or of a country.

3. Creating consciousness: Sometimes it is felt necessary to make mass people aware and conscious regarding important matters or issues. That is possible only by mass communication media.

4. Making cognitive: Mass communication is done with a view to making the subject matter of the message cognitive to the audience through appealing to their mind.

5. Maintenance of continuity: Mass communication service the purpose of maintaining continuity of production and marketing operations through advertising goods and services of an organization.

6.

Publicity: To face the competitors at home and abroad, every business concern is trying heart and soul to create and expand it’s market with a view to defeating and topping them.

7. Creating opinion: Sometimes it is used to spread information to the large number of people with a view to making their opinion favorable.

8. Conveying public policy: National policies taken by the government are needed to be known by the common people for getting their support.

9. Controlling business Activities: For controlling business activities mass communication system is important. For various update information mass communication is needed.

10. To entertain: Sometimes mass communication is needed to arrange for entertainment which is essential for sound and enjoyable social environment.

11. Facing Emergencies: Combined and co-operative efforts of the mass people are inevitable to face emergency situations like natural calamities or foreign aggression.

12. Implementation of Educational Programmed: Mass communication is also nowadays resorted to expand and implement educational programmed.

13. Establishing social contact:   To establish social contact with the people of all levels of the society at home and abroad, necessary information is broadcast through mass media.

14. Socialization: It is another objective of mass communication. It refers to the ways in which an individual comes to adopt the behaviors and values of a group.

15. Creating International Relation: Mass communication serves the purpose of establishing relation with other nations by using various mass media.

      If mass communications fulfill their above works properly then their objects will be earned.

BASIC FUNCTIONS OF MASS COMMUNICATION

Basic functions of mass communication

can be divided into the following classes-

1) Surveillance: Today mass media are performing the functions to careful watching about the happening surrounding as with a view to informing those on time so that the audiences can take care regarding their doing. It can be divided into two ways-

  a) Beware Surveillance:
      This is warning type function of mass communication. It occurs when the media inform people about threats from cyclone, earthquake, inflation etc’

  b) Instrumental surveillance:
      It is closely related with the surveillance function. It provides information. That is not particularly threatening to society and the people might like to know about them.

2) Persuading: Having persuasive potential both electronic and print media are used for advertising products, services, business, charities, or for political campaign.

3) Interpretation: The mass media do not only the facts and information of particular happenings. They also provide information on the ultimate meaning and significance of those events.

4) Linkage: Mass media make link between the clement of society that are not directly connected, for example-mass advertising attempts to link the needs of the buyer with the product of sellers.

5) Socialization: Socialization is one of the important functions of mass communication. Socialization is to know the other culture like likelihood behaviors etc.

6) Entertainment: Today mass media play significant role to provide the entertainment to the audiences. For example, Television, Radio show their daily schedules such as drama music, cartoon, etc. as the source of entertainment.

      From above discussion, we see that the function of mass communication is large.

MEDIA OF MASS COMMUNICATION

For proper communication,

media is essential. By using media any information can be sent from here to there .we can say that media which are used for sending massages and important information to a large member of audience at home and abroad are known as mass communication. The media of mass communication can be classified into two categories-
              1) Direct mass media
              2) Indirect mass media

We can get clear idea through a chart-

Both the direct and indirect mass media are discussed below:

Direct mass media:

In this method messages are circulated directly to the audience. There are some media, this are-

1)   Audio media: Through the Audio media when messages are sent, the audiences receive them by the ear. This media is actually favorable for illiterate people. They can easily understand government messages, circulars, advertisement etc. Radio is the best media for this.

2)   Traditional media: Beside modern media, some authors have mentioned a few traditional media for mass communication. These are ‘Jattra’, Theatre stage, ‘Droma’ ‘Stage-play’ Drumming etc.

3)   Public Address: Political leaders, social workers,, famous person exchange words with people in a function, seminar, meeting which, create a live environment .

Indirect Mass media:

There are some agencies which facilitates mass communication such are-

        i) The syndicate of Reporters: various syndicate reporters helps to supply mass information to the modern mass media. They supply collected news, comments, entertaining features etc to the mass communication media.

      ii) Press Association: The press associations collect news and photos from different sources and distribute them to the newspaper office, radio and the television centre for publicity. Bangladesh

sang bad snags the (Bess) and Eastern News Agency (ENA) are two such agencies of Bangladesh.

      iii) Advertising Agencies: There are many advertising agencies who are engaged to arrange for advertising goods of their clients and them to this by distributing photos, cartons, news etc. to the mass media like radio, television, news papers etc.

      iv) Public Information Ministry: The public information ministry of the govt. collects information from various source and they broadcast this information through radio, television, documentary films, news paper bulletins etc.

        v) Print Media: This media usually carry the message of commercial, economic or political interest to the readers or consumers at home and abroad the print media is mostly used in literate society. It may be daily, weekly, periodical, leaflet, etc.

      vi) Other association: Beside the above agencies, research institutions, public relation department of various business concerns and organizations to a lot for mass communication. They gather information for area of a country and conduct activities as directed by clients.

      Now it can be said that, without proper communication media the object of mass communication cannot be gained.

STATE THE AGENCIES INVOLVED WITH MASS COMMUNICATION

There are some agencies, which facilitate mass communication. At present, many agencies are found closely connected with mass communication the important agencies of mass communication are discussed below

1) Press Association:
The press associations collect various news pictures. photographs etc on the running and current affairs and distribute them through newspapers periodicals television, radio and other news agencies, Bangladesh sang-bad sangstha (BSS) and Eastern

New Agency (ENA) are two (2) sync agencies which provide such functions. Some popular agencies are Reuters, PTI, AFP, AP, UNT etc

2) Advertising agencies:
Such agencies provide their services on contract basis. They make every arrangement to collect and distribute information. They have close contact with various media like ratio, television, newspaper etc to provide a better output. Ad com. Ad sign wonder sign, Bitopi, Benchmark, care Ad, Dui shalik, Market Edge etc are some of the advertising agencies in Bangladesh.

Figure-     Agencies of Mass Communication

3) Publication house: Such house made publication on academic cultural, social and biographical issues and helps to raise knowledge of general people.

4) Theatre group: Such group performs drama on various issues related to human life. They provide entertainment as well as productive lesson to mass people.

5) Film on Movie Industry: Such industry produces movies to entertain people as well as to provide constructive Lesson regarding social affairs. Such industry has the role to make people conscious about individual cultural and social responsibility.

6) Public information Ministry: Such ministry provides valuable service as an agent of mass communication .It formulates Regulations and guidelines for the movement of information in any country. All parties related to newspaper, ratio television and other media are bound to comply with its policies and procedure.

7) If Others: Novel writers and playwright public relation consoling firm internet service Providers (ISP) Forum, Association and department relearn un-institutions and other specialized organization do a lot in this regard. They gather information from the remotest corner of the country and conduct advertisement as demanded

and directly by the clients.

It is clears from the above discussion that there are many types’ mass communication agencies that are indirectly known as mass communication media. All these agencies help or facilitate the mass communication actively.

Preconditions for Successful Mass Communication:

Mass communication is a wide concept. As it is a large matter so it’s activities also large. To maintain or control the system there must many rules. For successful mass communication there are some preconditions. This are-

1) Understanding: The communication himself must be care full about conveying any message. So for conveying message the communication should understand clearly the messages.

2) Thinking: The communication must also thoroughly think over the using of words, timing and manner of communication to make the message cognitive, attractive and acceptable.

3) Consistency: There must be consistency between actions or behaviors and the message sent by the communication.

4) Follow up: To have an idea about the attitudes, feelings, reactions, or understanding of the audience, the communication is needed for arranging follow-ups.

      Now, we can say that mass communication is a very important matter for our everyday life. Without it we cannot get clear idea about our nation, culture, outside of our country and about world.

Chapter No: 08

Definition of Meeting

Generally, a meeting is an assembly of two or more persons for reaching a decision through discussion. Another words, it is also defined as a situation in where two or more people meet together in order to take decision. It is one of the important and major media of oral Communication.
      According to Oxford Dictionary, “A meeting is an occasion when people come to gather

to discuss or decide something.”

      According to Denier ‘Company meeting means an organized assembly of persons according to law for transaction of business of common interest.”

      Finally, a meeting is an oral media of communication of where people gather to discuss any issue of interest and finally take decision.

Purpose or objective of meeting:

In the business organization meeting are used for a variety of purposes. The objectives of meeting are stated below,

      >To take important decision related to the organization.
      >To communicate and arrange the activities.
      >To give necessary information to a group of people.
      >To obtain assistance.
      >To report on some incidents or activities.
      >To create involvement and interest.
      >To put forward ideas or grievances for discussion.
      >To formulate policies.
Necessary conditions of a valid meeting:

  There must be some requisites in order to validate the meeting .The necessary pre-conditions of a valid meeting are stated below,

1. Right convening Authority: A valid meeting must be convened by the proper authority otherwise it wills loss its validity. Company secretary is the proper authority to call a formal meeting.

2. Proper Notice: Duty signed notice must be submitted to members before meeting .The place of meeting, time and date must be stated on the notice.

3. Proper publicity of agenda: Every member of the meeting should be properly informed of the Agenda.

4. Legal purposes: Every meeting has a purpose .Any meeting in against the Company or the organization is valid.

5. Requisite quorum: For valid meeting requisite quorum is necessary. The meeting should not be started until the requisite number of members is present.

6.

Presence of right persons: Only legal members can present in the meeting. If there is an unauthorized person in the meeting, the meeting will lose its validity.

7. Proper presiding officer: The chairman of a valid meeting must be a proper person.

8. Conducting meeting according the agenda: A valid meeting must be conducted according to the agenda. No decision will get validity, if it is not related to the agenda.

Discuss the Types of Meeting
                                                                                                                                                  There are various types of meeting .They are as follows:

                1. Public Meeting
                2. Private meeting
                3. Formal Meeting
                4. Informal Meeting
                5. Committee Meeting
                6. Command Meeting

  Let us discuss these one by one

1. Public Meeting: A meeting held in a public place or on the matters of public interest is called public meeting.

2. Private Meeting: It is one which is sectional concerned only or which is held on private premises or to which admission of public is restricted.

3. Formal Meeting: A formal meeting is on which strictly follows the prescribed rules and procedure of the organization.

4. Informal Meeting: A meeting which does not follow any set rule of the organization is known as informal meeting. An informal meeting is much more common in the work place and run more loosely.

5. Committee Meeting: A meeting convened by a committee consisting of a small body of people is known as committee meeting. The committee is appointed by a parent body to discuss certain matters so as to make group decision on behalf of, or make group recommendations

to, the parent body.

6. Command Meeting: It is an informal meeting held between managers and subordinates (commands). Other names of such meetings are staff meeting, conference, managers meeting, etc.
  Types of Company Meeting

The company has several types of meetings. Especially the company meeting can be shown by following ways:-
Company Meetings
          1>Shareholders Meetings
          2> Directors Meeting
          3>Special Meeting
Above all the types of meetings are stated below-
1). Shareholders meeting: When a meeting is held with the shareholders, then it is called shareholders meeting. There are three types of shareholders meetings-
  A. Statutory meeting: According to company act, after getting the letter of commence, the company arranges a meeting after one month to six months. This the first general meeting of the company. And during the life of the company. These types of meeting held once. The companies give the circular before 21st days of the meeting. This is called statutory meeting. The decision of the meeting is called statutory decision.
  B. Annual general meeting: After registration of the meeting, the company is bound to invite the first general meeting within eighteen months. Then the general meeting will be held in every year this called annual general meeting. The difference of the two annual general meetings can not be more than 15 months.

  C. Extra ordinary general meeting: If necessary of the company this types of meeting can be held on any time. The directors or some share holders can invite this meeting will be on tenth of the shareholders may give the requisition to the board of directors to arrange this type of meeting. The decision taken by the meeting is called special meeting.

2). Directors

meeting: When the meeting is held among the directors of the company is called director meeting .it is classified into two types
They are…

            A) Board meeting : according to co9mpany article of association, the bard of directors meeting is board meeting .according to rules of company law, the company is bound to arrange the meeting once in one month and at least four times with in year. The corium is filled up (1/3) of the directors the present or at least two directors present .Each director is preserved one vote and if any case the director, vote can be divided equally. Then the president gives the coordinating the work properly. This type of meeting is called committee meeting.

            B) Committee meeting: According article of association the bard of directors sometimes make special committee in any special work among some directors of the company. These committee members sometimes meet together for coordinating the work properly. This type of meeting is called committee meeting.

3. Special Meeting: Special meeting for any special situation, when the meeting is arranged by the company, it is called special meeting. The types of the special meetings are as follows…

        A) Class meeting: The Company has different kinds of shares. When the meeting is arranged by any one kind of shareholders, it is called class meeting.

        B) Creditors meeting: The directors of their appointed lower clan invite these types of meeting. Moreover this type of meeting may be arranged by the order of court.

  NOTICE

  Notice is an intimation or invitation in writing two persons who are entitled to participate in a meeting. It implies the formal intimation to the members who are eligible to attend and vote in the meeting. A meeting can

not be held without a valid notice.

  Another word, a notice is a very important statement for arranging a meeting. A notice is served among the members before start the meeting. Notice may be oral or written .when a circular is served among the members of the meeting to attend the meeting it is called a notice. It is a letter of invitation that carries the request to attend a meeting; Time, place, date and agenda must be included in a meeting. The proper authority should be sent to the members that they can attend the meeting at proper time.

  In conclusion we can say, a notice is written or oral statements drawing the attention of the desired communicate to act as per indication contained in the statement. Notice is served by the proper authority to the meeting.

Factors / Elements of a valid notice:

  The essentials /elements/ factors of a valid notice are given below.

        1. Signature: The notice must be singed by the proper authority. Only the legal authority should serve the notice.

        2. Proper time: the notice must be served in proper time. It should be circulated accordingly to the rules and regulations of the company and organization.

        3. Time date and place: the time, date and place of the meeting must be stated in the notice.

        4. Unconditional: there must be no condition or complexity in the notice about attending meeting. Always a meeting is unconditional.

        5. Agenda: Agenda means topics to be discussed in a meeting. A valid notice should contain the agenda of the meeting.

        6. Proper person: Notice should be served to the proper persons who are entitled to attend the meeting.

        7. Enclosure: An explanatory statement should be sent with the notice.       The notice must

be short in size. It should be clear, simple and easy.

        SPECIMEN OF NOTICE:

        1. Notice of an annual general meeting of a limited company:

        BEXIMCO PHARMACEUPICALS LTD.

        17 Dhanmondi R/A Road no.2, Dhaka 1205

        “Notice for the 27th annual general meeting”

        Notice is hereby given that the ANNUAL GENERAL MEETING of the shareholder of the BEXIMCO PHARMACEUPICALS LTD will be held on Thursday the 24th June 2004 at 10.30am at 1.00 pm Shah bag C/A Dhaka to transact the following business .

        AGENDA

        1. To confirm the proceedings of the 27th annual general meeting of the company held on 24th June, 2003

        2. To receive, consider and adopt the audited accounts as of 31st December 2003 together with reports of the auditors and directors thereon.

        3. To elect directors.

        4. To declare 10% cash dividend and 10% stock dividend (Bonus share).

        5. To appoint auditors for the year 2004 and to fix their remunerations.

        6. To transact any other business of the company with the permission of the chair.

        Date: April 27th, 2004                                                         by ordered of the Board

                                                                        (MD.Asadullah, FCS)

                                                                          Company secretary

  AGENDA

  An agenda is an outline of the contents of a forthcoming meeting. It is list of items proposed to be discussed at a meeting. That means the list of subject matters to be discussed in a meeting is called Agenda. The successful completion of a meeting depends on the logical arrangement of agenda.

  Agenda means of informing the members about

the objectives of the meeting. It is usually attached with the notice. Sometimes, it is prepared by the circulation of the notice in order to include the member’s opinion. If the subject matter of the meeting is secret the agenda may not be circulated.

  Finally, we can say simply that the content of a forthcoming meeting is called agenda.

  Features Of agenda:

There are some features of agenda. These are as follows:

1). Generally, it is sent along with the notice of the meeting.
2). It is written at the end but before of after the signature of the convener of the meeting.
3). It is arranged according to the importance of the topics.
4). Controversial topics should be written at the end.
5). The topics are determined by the secretary with consulting the higher Authority.
6). It is written in brief but explicit manner.

Objects of agenda:

        1. Provide a clear view of meeting to be held.
        2. To conduct the meeting smoothly and systematically.
        3. To ensure the discussion of all important and relevant matters.
        4. To facilitate preparation objectives /purpose of agenda.
Above are the various important objectives /purpose of agenda.

Distinction between Notice and Agenda:

Both Notice and agenda are the important documents of a meeting. But they differ from each other in respect of the following points:

|                           Notice                                     |                       Agenda                                           |
|   When a circular is served among the members of the meeting to attend|The list of subject matters to be discussed in a meeting is called     |
|the meeting is called a notice.                                       |agenda.                                     

                          |
|   Notice is a request to the members to attend a meeting.             |Agenda is a list of the topics to be discussed in a meeting.           |
|   Notice is a part of meeting.                                         |Agenda is a part of notice and a meeting.                             |
|` Notice served before attending the meeting.                         |Agenda is discussed in a meeting.                                     |
|   The proper authority serves notice that carries the request to       |Agenda is a discussed matter by which the authority and the members   |
|attend the meeting.                                                   |can take the decisio0n about the problem facing the industries.       |

Minute

      Minute is an official statement of the motions and resolution taken in a meeting. It is brief proper records of decision taken about the matter discussed in the meeting. It is also defined as the summaries of proceeding of a meeting. It generally contains the main points of discussion and the conclusion reached therein .It is not the verbatim records of the proceedings.
      Minute is generally written by the chair of the meeting on the Secretary of the organizational unit. Once it is approved and signed by the chairperson of the meeting. It becomes valid evidence.
Minute is prepared in the same format as a letter or a memo except for heading

Factors to be considered in drafting Minute:

The following factors should be considered in drafting minutes of a meeting:-

  1. Name and address of organization.

  2. Name of the meeting.

  3. Date ,time and venue of the meeting

  4. The name of the chairman of the meeting and members present.

  5. The name of the members present and absent

including guests (to determine it quorum is present).

  6. The name of the Secretary.

  7. Serial number of regret letter.

  8. Following of the rules and structure of minutes

  9. Heading of each proceeding.

  10. Number of regret letter.

  11. Easy and understandable language.

  12.   Division.

  13. Proper date.

  14. Hand written signature of the chairman with date.

Preparation of minutes:

Meeting minutes are prepared in much the same format, as a memo or a letter expect for the handing which takes the following form:

      Minutes
      Academic Committee meeting
      Monday, October 21, 2009
      Present. (All invited attendees who were present are listed here)
      Absent. (All invited attendees who were present are not listed here)

      Body of the minutes is presented in a separate paragraph for each topic. To follow parliamentary procedure, the name of the maker of a motion, not the secondary should be entered in the minutes. It is helpful to use the same sub-headings as in the agenda.

      The closing paragraph should state the time of adjournment if applicable, and time set for the next meeting if needed by the standing order of the organization. At the end of the minute, the word submitted by, should be added, followed by a few blank lines for a signature and thereafter the signer’s printed name and title (if appropriate).

Duties of a chairman:

        The chairman is responsible for concluding the meeting in a regular and proper manner. He often takes little part in the actual discussion .His function is that of a facilitator i.e. to help others to make their contribution clearly and effectively. His main duties are as follow:-
  1. To prepare a list of items (known as an agenda)

to be discussed at the meeting.
  2. To see that the proper notice has been issued.
  3. To see that the quorum is present and to declare the meeting formally open at the designated.
  4. To introduce each items for discussion
  5. To ensure that no one is allowed to dominate the discussion
  6. To see that all members entitled to speak are given   proper opportunity to express their views
  7. To supervise voting procedures and declare the results
  8. To see that every motion is properly   proposed   and duly seconded
  9. To declare the meeting closed when all the business has been transacted
  10. To ensure that proper and correct minutes are recorded in the minute’s book and to sign them
Power of chairman:

The chairman of a meeting is entitled to exercise the following powers.
      >To maintain order and to conduct the meeting properly.
      >To decide who will first address the meeting when simultaneously two or more persons indicate to speak.
      >To decide appoint of order, if submitted to him
      >To get disorderly from the meeting
      >To order and take a poll
      >To announce the results of votes taken
      >To adjourn at his direction but only when the case for adjournment arises

                                                              Proxy:

    The dictionary meaning of the word ‘proxy’s a person who is given the authority to act on behalf of another. but in case of a company, a ‘proxy’ refers to a stamped instrument in writing   authorizing a person to vote as a proxy for shareholders at a certain meeting .The instrument of a proxy must   be signed by the appointer or his/her attorney duly authorized in writing.

Resolution:

A resolution is a decision taken at a meeting. Or it may define

as a formal declaration of opinion of the meeting:
Resolution may be of the following three types:

A) Ordinary resolution     B) Extra ordinary resolution       C) Special resolution

          A) Ordinary resolution: An Ordinary resolution     is one which is passed by a simple majority of members present either in person or by proxy at a general meeting duty convened. This resolution is passed I the ordinary way and deals with ordinary business.

          B) Extra ordinary resolution :A   resolution is called extraordinary when it is passed by a majority of not less then three-fourths of such members as, being   entitled to do so ,vote in person or by proxy (where proxy is allowed )at a general meeting. Such a meeting must be convened by notice specifying the resolution and starting that it would be proposed as an extraordinary resolution
            C) Special resolution : A resolution is designated as a special resolution when it is passed by a three –fourth majority of members (entitled to vote ) present   at a general meeting of which at least twenty one days notice gas been duly given specifying the resolution and stating that it would be proposed as a special resolution. A special resolution is adopted for transacting some special and important business.

Difference between Minutes and Resolutions

      The difference between Minutes and Resolutions are noted below.
|                           Minutes                                     |                         Resolution                                   |
|1. Minutes are summaries of proceeding of a meeting.                   |1. A resolution is not a summary of the discussion.                   |
|2. Minutes are prepared after the meeting.                             |2. Resolutions are 

noted down while the meeting goes on continuing.   |
|3. In the minutes, agenda items with their corresponding summery       |3. As a resolution is nothing but a decision, so it is one of the     |
|discussion followed by decisions are written.                         |parts of minutes.                                                     |

Distinction between Agenda and minutes:

      Both agenda and minutes are the important documents of a meeting. But they differ from each other in respect of the following points.

|                       Agenda                                         |                     Minutes                                           |
|Agenda means the topics to be discussed in a meeting.                 |A minute is a brief but complete statement of motions and resolutions |
|                                                                       |of a meeting.                                                         |
|If is prepared before holding the meeting.                             |It is prepared at the time of meeting or after the meeting             |
|If is read out at the beginning of a meeting                           |It is read out in the next meeting.                                   |
|It does not require to be approved by the members concern.             |It is must bee approved by the participating members of the meeting.   |
|Generally it is included in the notice book.                           |It is written in the resolution book.                                 |
|It includes on the points to be discussed                             |It includes complete motions and resolutions of the meeting.           |
|It is served by the higher /proper authority of the organization.     |It is passed by the members

of the meeting.                           |
|It is signed by the secretary of convener of meeting with date         |It is duly signed by the chairperson of the meeting.                   |

Convening and conducting meeting
      Convening Meeting:
one   as a convener send notice to each and every member of the company to attend the meeting enclosing the purpose of the meeting of come together and the logistics of the meeting (Timing, Location or room)

      Conducting meeting:
Planning is the key to success for conducting a meeting. Planning involves identifying the purpose of the meeting. Determining whether the meeting is necessary then selecting the participant, preparing the meeting has formally started and recording the exact time.

Motion:

Definition: Generally any proposal that rose in the meeting for discussion can be termed as a motion. To be a motion proposed topic must be relevant and within the scope of the agenda.
Requisites of a valid motion:
  To be a valid motion following condition must be fulfilled:
        1. Written: A valid motion must be placed in written form .Any verbal proposal can not be treated as a motion.
        2. Specific: Another precondition of a valid motion is, it should be specific .There should not be any kind of ambiguity.
        3. Signed: A valid motion must be duly signed by the persons who raised it.
        4. Relevant: the motion must be relevant and within the scope of the agenda of the meeting.
        5. Langrage: the language of the motion should be formal and affirmative in most of the cases.
        6. Support: Valid motions also need to be supported by another member.

Types of motion:

    On the basis of the importance and objective motions can be of different types:
        1.

primary motion
        2. secondary motion
        3. substantive motion
        4. formal motion
1. Primary motion: A motion raised regarding any important or fundamental aspects of the organization is known as primary motion.

2. Secondary motion: Infect it is an ‘amendment’ to a motion that already raised in the meeting. This type amendment without changing the original tone of motion is known as secondary motion.

3. Substantive motion : A primary motion when actually amended by a secondary motion then it is known as substantive motion .In short a corrected or amended motion can be termed as substantive motion.

4. Formal motion: The motions those are raised to interrupt the discussion of to delay the decision is known as formal motions .The point   of   order closures are different types of formal motion
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Definition of Report:

The word probably originated from the Latin word “Reporter” Here “Re” means ‘back’ and ‘porter’ means ‘to carry’ so from the view point of its origin report means carrying something back. In a general sense report is an impersonal presentation of facts.

A report is a communication from some one who has some information to some one who wants to use that information it is an orderly presentation of information that assists indecision making and problem solving.

                      Some authors have attempted to define report such-

      According to over ‘A report is an orderly and objective presentation of information that assists in decision making and problem solving.

      According to Brown “A report is a communication from some one who has some information to some one who wants to use that information”.

From the above definitions, some characteristics reflect. This are-

  1. A

report is the presentation of facts or information.
  2. It is presented in an impersonal manner.
  3. The wording of it should be simple, clear, complete and concise.
  4. The facts presented the report should be accurate.

Examples: A manager of a bank sends a periodic report to the head office on the state of deposits, advances, overdraft limits etc. Another example may be given. A foreman reports to the manager at the end of the day of the work carried on his supervision.

      Finally we can say that a report is important management tool in decision making. A report is an impersonal presentation of facts, the working of which should be simple clear and complete, concise and the facts should be accurate.

Essential Qualities of a good Report:

A report is a description of an event which is carried back to someone who was not present on the seine. As mentioned earlier a repast conveys factual information depending on which decisions are made. So every care should be taken to ensure that a report has all the essential qualities. A good report must have the following qualities.

1) Simplicity: A good report must be written in simple and lucid language and be easy to understand as otherwise it would be of title utility. A satisfactory writing style can be developed after practicing report of other writers.

2) Clarity: A good report contains a proper arrangement of facts and has a clear purpose, definite sources of data and clear findings and recommendations. Proper headings and sub headings should be used to give the report on appearance of not being overcrowded.

3) Factual accuracy: A good report contains accurate and unbiased information. Only accurate reports can lead to correct decision and right actions. A report should be accurate 

both in terms of facts and grammar.

4) Precision: A good report conveys information precisely. Every report aims at attaining some definite purposes. There should have no ambiguity about recommendation contained in a report.

5) Conciseness: A report should be brief without being incomplete. It should be include every significant detail yet be brief. Gravity and precision are interrelated but conscience should not be at the cost of clarity and completeness.

6) Objectively: Recommendations made in a report must be impartial and free from prejudice. There should be logically dried conclusions from investigations and analysis.

7) Completeness: A good report must be complete in all respects. It must contain all the required facts and conclusions. Generally it should specify the purpose, facts, conclusions and recommendation.

8) Relevance: The contents of a report must be relevant to the purpose for which it is prepared. An irrelevant fact makes a reports misleading Obscure and cumbersome.

9) Specific Structure: An effective report follows a standard layout and its physical appearance will be attractive.

10) Grammatical Accuracy: A good report is free from errors. Who is going to read a report if it is not error free? Any faulty construction of a sentence makes its meaning obscure and ambiguous. For this characteristics is clear to us that reports we essentially a management too.

11) Neutrality: In addition, report should be neutral. A report is good when it presents the truth regardless of its consequence an effective report will have no reflection of the writer’s biasness.

12) Reader oriented: A good report is always reader oriented. A good report takes into account the levels of knowledge and needs of the reader and ensures that the readers

will understand the terms.

13) Simple and unambiguous:   The use of a simple and on unambiguous language is another prerequisite of a good report. The language of the report should not be influenced by the writer’s emotions.

14) Cross-reference: Whenever necessary cross-referencing should be done in report. Gross referencing means making a mention at one place in the report about some other points of the report.

      In conclusion, it can be said that, a report should have logical conclusions which should be drawn through analyzing the investigated data. If the report is analytical there must be recommendations. The recommendations must be impartial and objective and they are made at the end of a report.

Purpose of Reports:

There are three purposes of report these ares-

1) Informing: One of basic purposes of report is to present information facts and events surrounding a particular situation most periodic report such as a statement of day’s production a weekly report of sales statistics as well as policies and procedures are the example of informational reports.

2) Analyzing: Analyzing data is another purpose of reports. The collected data by themselves may not be useful useless they are put in to interpretation.

3) Recommending: Business reports not only do the task of informing and analyzing but also recommending. A specified course of action is determined through interpreting collected data.
These are the purpose of reports.

Importance of Reports:

      1. Report is decision making tool.
      2. Investigation.
      3. Planning and evaluating.
      4. Critical valuation.
      5. Quick location.
      6. Development of Skill.
      7. Career development.
      8. Professional advancement.
      9. Accurate data expression.

      10. Relevance is very much.
      11. These are the importance of repots.

Definition of Business Report:

A report which contains business affairs is called business report. Generally, a business report is an impersonal presentation of facts and information’s relating to business trade and commerce. It is an orderly statement of business information’s that assists in business decision making and problem solving.

Some definitions state mention in below:-

      According to Lesikar and Pettit “A business report is an orderly objective communication of factual information that services some business purposes”.

      According to Bettley Key “A business is a written massage presenting information that will help a decision maker to solve a business problem.

From the definitions some aspect reflects-
  1. The information is accurate.
  2. The content shows the writer’s good judgment.
  3. The format, style and organization respond to the readers needs.

At last, we can say that business report is a orderly presentation business information.

Characteristics of a Business Report:

A report is in and orderly and objective presentation of information that assists in decision making and problem solving. A business report contains the following characteristics of a report.

1) Factual Information: A report is a statement of factual information. The basic ingredients of his factual information are events, records and various forms of data. In no way its content is fictional.

2) Specific need: A report is written to meet a specific need. It is not an outburst of strong feelings nor is it written because of irresistible urges of the writer to unburden his heart.

3) Objectivity: Reports seeks truth. Because report contributes

to decision-making and problem solving, it must be as objective as possible. If any no objective material is included, the reporter should make that known.

4) Orderly Presentation: Reports are logically organized so that the reader can locate the needed information quickly. An orderly presentation needs some care in the presentation of reports. This aspect of report distinguishes it from other causal and routine exchange of information.

5) Specific Audience: Reports are generally written for a limited audience. This feature is particularly their for the reports, which travel within can organization. This feature also means that report likely letters are written keeping the receivers needs in mind.

6) Upward Direction: A report typically moves upward in the organization structure. Its direction is upward because it is written after being requested by the higher authority and is submitted to the higher authority.

7) Collaborative Effort: In the typical organization today report writers often work together. Report writing is hardly a solitary activity. Short and informal reports usually involve one person effort. But complex reports in an organization require the latent of many people.

8) Conventional Form: A report is presented in a more or less conventional form. This means that you have no option to write a report in any way you like.

9) Methodology: A report mentions the procedure of collection of data sources and the significance of such data.

10) Conclusion and Recommendation: A report contains conclusions drawn from the findings and often recommendations.

      At last it is said that the above characteristics must be followed in every business report.

Preparatory Steps to be taken to prepare a Good Report:

Confronted with

the task of preparing a report, the writer works step by step, through several stages of report development, before her submits the finished report.

The process of preparing a good report consists of the following stages:

1) Define the problems and purpose: The first planning step is to analyze the problems involved and know the purpose of our/your report. Ask questions like “What is wanted?” “How much?” “Why?” “When? The answer I will help you/us determine your problem, purpose, scope, limitations and title of the report. Then try to write our/your purpose in one concise, clear sentence.

2) Consider who will revive the report: Visualizing your reader and his or learned is an extremely important stop in Business report writing. Who wants this report? Who will read it? How much detail do they prefer? You must find out answers of these questions to write a report.

3) Determine ideas to include: In short reports this third step may involve merely writing down the general ideas and main topics you’ll need to develop in order to accomplish the report’s purpose. In long reports, a detailed working plan is desirable.

4) Collect appropriate facts: Then the reporter collects appropriate facts, using the most suitable methods and checking for readability. Often reflective thinking records in the files, observation or inspection, or a few interviews or consultation will do. If necessary and experimental, a survey, or library research can come in to play.

5) Organizing the facts and material: Then comes organizing the facts and materials according to the most suitable of A-, B- or C- pals, chronological order, or order of importance or location.

6) Sort and interpret Data: While interpreting the facts into logical conclusions and workable recommendations

good reporter attempts to be objective by avoiding all possible prejudices, preconception, wishful thinking and fallacies.

7) Put the report and final outline: Finally, the reporter puts the report into words: symbols, and graphics using all suitable techniques and devices so that it makes clear what the role is; shows that the information   is reliable by explaining the sound research methods, and presents throats and what they mean. To make understanding the message cheer, quick, and easy, a good reporter.

      a) Uses commonly understood words.

      b) Chooses specific concrete, humanized wording rather than generalizations and abstractions by showing how the facts affect people.

      c) Keeps sentences so direct and short that they need little punctuation except periods at ends.

      d) Keeps Paragraphs direct and short.

      e) Uses headings, topic sentences and summarizing sentences to show the readers the organization.

      f) Hemizes to call attentions to important points and to force concise and precise phrasing.

      g) Uses all kinds of non verbal means of communication to assist words in presenting ideas clearly. quickly, and easily- thus making the report both clearer and more interesting and thus meeting the two requirements for effective communication- That the message be interesting enough to get attention and clear when attended.

Different Type of Report:

Report can be divided in to several classifications on the basis of some bases. This are-

1. Function wise classification: In this basis, reports are classified by what they do. Such as_
                (a) Informational report
                (b) Interpretative report
                (c) Analytical report.

      (a) Informational report: Informational

report is a report which does not contain conclusion and recommendation it presents the facts and events in particular situation. Eg. Companies annual report, monthly financial statements etc.

      (b) Interpretative report: Interpretative report which contains presentation of facts analyses and interprets the problems. It does not contain any conclusion.

      (c) Analytical report: Analytical reports attempt to solve problems. So it analyses the facts. Draws conclusions from the data and make recommendation for specific causes of actions. For example reports of scientific research feasibility report by consulting firm.

2. Formalities and styles wise classification:
Classification is made by legal formalities to be complied with and styles to be followed. Such as:
              a) Formal report.
              b) Informal report.

      a) Formal Report: A report which is prepared in a prescribed form and presented to a concerned authority in accordance with the established procedure is called formal reports. Some Features-
1. Formal report can be statutory or non statutory report.
2. It is carefully structured.
3. It stresses objectivity and organization.
4. It contains much details and longer.
5. In style it is relatively impersonal.

      b) Informal report: An informal report is a report which does not follow the revues and procedures prescribed by the organization for its preparation and presentation some features-
1. It is a short message
2. It’s length from one sentence to several pages.
3. It is quickly prepared.
4. No extended planning for preparing report.

3. Subject matter wise classification: This classification is made on the basis on nature of the report content.
a) Financial report.
b) Technical

report.
c) Geological report.

      a) Financial report: A report which contains financial information is known as financial report. This report prepared on the basis of a balance sheet of a company. From this report company executives can get an idea about financial condition of company and take decision accordingly.

      b) Technical report: A report which relate to specialized or technical subject is called a technical report, it is prepared with or without comment. Prepared with or without comments only the technical experts can prepare such reports. For example, weather report, laboratory report, process report etc.

      c) Geological report: A report which supplies information not on a particular subject but on mans subjects in general is called geological report.

4. Time interval wise classification: This classification is made on the basis of how frequently reports are prepared. This are-
a) Periodic report
b) Special or situational report.

      a) Periodic report: A report prepared and issued at regular intervals in the usual routine business is known as periodic report. It may be weekly annually, semi-annually etc. This report can be divided into two-

          I) Routine report: Routine reports deal with you the matter. A routine report provides a knowledge base from which decisions are made inspection report, inventors report etc.

          II) Special or situational report: Organization may appear a problem or an opportunity that are not likely to be repeated or regularly. In this situation which decision are made Inspection report, inventors report etc.

      b) Special or situational report: Organization may appear a problem or an opportunity that are not likely to be repeated or regularly. In this situation

which report is prepared is called special report or situational report.

5. Status of authorship wise classification: This classification is made by authorship status. This are-
a) Private report
b) Public report.
c) Independent report

      a) Private report: A report prepared by a private business organization is called private report. This is related private individual.

      b) Public report: Public reports are reports which are prepared by public organizations are known as public report. It is also called government reports. Public organizations are public universities, public offices etc. Election commission’s report is a public report.

      c) Independent report: A report is made by an individual without the help of private or public body is known as independent report. An assignment submitted by individual.

6. Geography wise classification: This classification is made by the distance between the reader and writer. This are-
(a) Internal or administrative report.
(b) External or professional report.

      (a) Internal report: A report which is written to help the business operations as well as administration is called internal or administration report.

      (b) External or professional report: External report is that which prepared for distributing among the people who are related to the organization. Final accounts of a public company are an example of external report.

7. Length wise classification: This are-
(a) Letter report
(b) Memorandum report
(c) Short report
(d) Long report

      (a) Letter report: The reports which are prepared and sent as letter are called letter report. It may be formal or informal report.

      (b) Memorandum report: Memorandum report is one of the parts

of internal report communication A report is used when full detail is unnecessary is called memorandum report, development report market report etc.

      (c) Short report: A report which is very short in length is called short report. Short report writing is usually completed in a page on two.

      (d) Long report: A long report usually includes some special pages i.e. preface page that do not appear in short reports.

8. Direction wise classification: This are-
                a) Vertical report.
                b) Lateral report.

      a) Vertical report: A vertical report is a report which is moved upward and downward in an organization are known as vertical reports.

      b) Lateral report: A lateral report is a report which is needed to achieve co- ordination among the different departments of the same organization.

Distinguish between Informal and Analytical Report:

Informational and Analytical both are two kinds of report. The difference between informational report and Analytical report are shown in below-

|Subject matter                     |Informational report                                       |Analytical report                           |
|1. Presentation                     |Only necessity information is presented in informational   |Analytical report presents information with |
|                                   |report                                                     |explanation                                 |
|2. Opinion                         |There is no opinion expressed in informational report.     |In the analytical report not only expresses |
|                                   |                                                           |information but also discloses opinion       |
|3. Recommendation

                  |Informational reports do not present recommendation.       |Analytical reports obviously present         |
|                                   |                                                           |recommendation.                             |
|4. Length                           |The length of an informational report is usually short.     |Analytical report may be longer than         |
|                                   |                                                           |informational                               |
|5. Experience                       |Experience is no mire needed to prepare informational       |Sufficient Knowledge, Skill and experience   |
|                                   |report                                                     |are needed to prepare analytical report.     |
|6. Conclusion                       |Informational report has no conclusion.                     |Analytical report must have a conclusion.   |
|7. Example                         |Weekly report of production, daily routine work of labour   |Marketing of new product, increasing of     |
|                                   |etc. report are called informational report                 |production etc. report are the example of   |
|                                   |                                                           |analytical report.                           |

Although there are some distinctions, we have got between analyzing two reports. But both reports are very helpful for any organization.

Market Report Definition:

Generally market reports are these types of reports which are made on the basis of market. But in broad sense we can say market report is the publication of records of business transaction

over a specified period.

      Lorenzo says – A market report is an index to business condition prevailing in a particular market at a specified period or a fixed day.

Finally it can be said that market report is sum total information where demand, supply, price etc. are recorded at a particular time.

Characteristics of market Report:

There are some characteristics we get by analyzing the above information. Let us discussed one by one (
( It is written document.
( It is disclosed by written and printing.
( It is prepared by business transaction of specified market.
(It is prepared for a specified day on a specified period of time.
      ( All of the business information is included in a market report such as demand, supply, price, quantity etc.
( It is recognized as an index number.

Writing the Final Report:

This is the last step of writing the report in the final form. The success or failure of all the efforts depends directly or this physical evidence.

Writing Process:
A long (formal) report has three parts;
a. The prefatory part
b. The report body and
c. The appended part.

A list of some guidelines to be followed in writing the final report:-

1. Be objective: - Avoid including personal opinions and bias. Report all the relevant facts.

2. Use Transitional Sentences: - Use the transitional Sentence to show the connection between the parts of report Transitional expression enables the receiver to anticipate what is coming next.

3. Define Technical terms: - Either defines the technical or special terms clearly or write the report in the ordinary terms.

4. Use simple sentences: - Use simple words and prefer short sentences to communication the ideas quickly.

5. Use Active Voice: - Generally active voice communicates

much cleaner and quicker.

6. Use proper Tense: - Use tense appropriately based or the time to write the report. Usually report writing is done in the par tense.

Having finished the first draft of report lay it aside for a few days to cool off. It does not combine drafting and revising. Mind it writing is an art but rewriting is a craft.

Revising: - Revising means modifying a document to increase its effectiveness to take the revising task as a three step process-
a. Step for revising contents and organizations.
b. Style and formats and
c. Correctness.

a. First Revision (Content and organization):
( To be included sufficient information to support each point.
( All the information (including calculations) is correct.
( To present the information in an efficient and logical sequence.
( Recommendations are reasonable in the light of the conclusion.

b. Second Revision (Style and Format)
( Writing is to be clear in view of the reader’s understanding.
( To be used short, simple, vigorous and concise words.
      ( It should be maintained and overall tone of confidence, courtesy, sincerity and subjectivity.
( All references to secondary sources are properly documented.
( It should be avoided the use of too many complex and compound sentences.
( Pagination is correct.

c. Third Revision (Correctness):-
It should be concerned with the identifying and resolving problem with grammar, spelling, punctuation and word usage.

A jute market report for the Narayanganj jute market.

Classification of Market Report:

Market reports may be different types. Generally we can decide market reports into three categories. This are:
    1. Classification of market report on the basis of product or services.
    2. Classification

of market report on the basis of organization of market.
    3. Classification of market report on the basis of time on period.
      ( These are discussed bellow (

►Classification of market report on the basis of product and secrecies: ( It may be subdivided in to three types.

  1. Bull tone seen in jute market. The propensity of jute market price was higher in Narauyanganj, last Monday. The demand of jute in local and international marker was increased. The price of jute was increased per bale Tk. 1800 from Tk. 1450. The average qualification and condition of jute was satisfactory.

► Organization of a Report: A report may be organized by three ways-
1. Letter form.
2. Memorandum form
3. Letter – text combination form.

These are described in brief:-

A. Letter form: - Its main parts are headline, date, address, the body, and complimentary close. It is normally written in the first person. The body of the letter nay be divided into following:-

  1. Introduction: - Here describes the problem.

  2. Findings: - The next few paragraphs press the findings of the investigation.

  3. Recommendations: Recommendations that logically follow the findings are given in the last paragraph of the body.

B. Memorandum form: - Memorandum form is the easy way of presenting the report. the date is mentioned at the sop.

C. Letter – text Combination form: - A long reports are always written in the letter =- text combination form. This type of report has three main parts.

      1. Introductory parts:
a. Letter of presentation.
b. Title page.
c. Table of Contents
d. List of illustrations
e. Summary.

a. Letter of presentation: A letter of presentation is a routine letter, written to present the report, form the writer

to the reader.

b. Title page: - The title page gives the head ling of the report the person to whom it is submitted, the date of submission and the name of writer.

c. Table contents:-In the case of long reports it is expected to give the table of contents in the beginning.

d. List of illustrations: -   If the report contains many illustrations, these illustrations are given after the table of contents.

e. Summary: - If the reports very long, it should be summarized.

      2. Body of the report:
a. Introduction
b. Description
c. Conclusion and Recommendation.

a. Introduction: - Introduction part of the body of the report is the first includes-
I. Authorization for the report
ii. Historical and technical background.
iii. Methods and sources of data.

b. Description:-It systematically presents the various aspects of the issue under head lines.

c. Conclusion and Recommendation: - On the basis of the facts and data shown under the headline “findings” the writer draws definite conclusion. Then he puts forward some real recommendations.

      3. Appendix:-
a. List of references
b. Bibliography
c. Glossary
d. Index.
          e. Signature

a. List of references: - The work cited in the text, these are shown in the list of references.

b. Bibliography:-If the report is based on comprehensive research, the works advised by the writer are given in the bibliography.

c. Glossary: - It is the list of the technical works.

d. Index:-In case of long reports and index of the contents of the report may be included.

e. Signature:-A report must be signed and data by the person, who has to submit it.

Bale (taka per Monday)

|Grades                         |White                           |Tossa           

                |Mesta                           |
|Middle                         |1550                             |1650                             |1500                           |
|Bottom                         |1520                             |1620                             |1450                           |
|B. Bottom                       |1500                             |1600                             |1420                           |
|C. Bottom                       |1480                             |1580                             |1400                           |
|Cross Bottom                   |1450                             |1550                             |1380                           |

Documenting Report:

Documentation ordinarily means the giving of bases identifying facts about a source or an event. But documenting report refers to the identification of the sources of secondary data used in report.

Why Documentation is Need:

Although proper documentation is a time consuming and tedious jab et is an important part of writing a fair report because of the following reasons:

1. Documentation protect writers against plagiarism, plagiarism occurs when some body steals ideas or words from others and use them as if were his own materials. Thus anybody using such property of others illegally it is guilty of theft. But if you document other’s writing included in you report you well not charged with paganism.

2. One’s writings are considered one’s legal property. It is you legal and ethical obligation to give credit to persons chose legal property you are using, persons exhibiting this professional, behavior gain the well-deserved trust and respect of others.

3. Documentation not only protects you from claim of plagiarism, but 

also confirms your findings. If you find any recognized authority saying the same thing your work takes or credibility.

4. Readers want to know full records of your original research as well as secondary research. So, your obligation to give the readers as complete a body of information as possible if expert’s works are properly documented. They provide valuable information to the readers.

Methods (Forms) of Documentation (or How to Acknowledge) :

Various style guides with specific directions for writing secondary research entries such as how to organize, document, and produce reports are available. The publication Manual of the American Psychological Association (APA, 1983) and the MLA Handbook for Writers of Research Papers (Gibaldi & Achtert, 1988) published by the Modern Language Association are the two popular and widely accepted reference manuals. However, follow the suggestions noted below for preparing accurate documentation:

    1. First decide which authoritative reference manual (guide) you will follow to prepare footnotes, endnotes, or parenthetic references and the bibliography. Once you have selected the appropriate style manual, follow it precisely to prepare the documentation.

    2. Be consistent in using style guides. All reference manuals are not uniform in their style guides. For example, one style manual may require using a line (-) in place of author’s name (initials or full) repeatedly against subsequent entries of the same author, while another manual requires the repetition of the author’s name in such cases. The placement of commas and periods and other information also varies among reference guides. Therefore, be consistent to follow a particular reference manual throughout the entire documentation.

Definition of Interpreting:

      A report writer is all the time interpreting data through out the process of preparing report. He interprets when he states the problems. Collect the data and organized them. But this type of analysis is not sufficient to solve the problem under study. The interpretation does the jobs. It starts when the organized data give you a clear indication as to the solution the problem interpreting process is must be necessary in writing process.

Procedure of Interpreting:

There are also me procedure for interpreting these are-

  i) Relate information to the problem: the first step to interpret data is to relate the collected data to the phase of the problems it affects. Do this job very clearly. There may be a variety of relationship between the data and the problems. Your search must be exhaustive.

  ii) Do all Practical Interpretation: Make all possible explanation of the relationships you have detected. Particular information may have several interpretations while information is very likely to have only one interpretation.

iii) Re-evaluation of interpretation: Review carefully all the inter pre you have developed so far. Eventuation valid and reliable information can be worth less, if the interpretation is faulty. Sound conclusion is unlikely because of faulty interpretation.

  iv) Select interpretation: As indicated above you may have many interpretations for one price of information. You select the interpretation from them that has the firmest grounding in fact and logic.

  v) Derive conclusions from the interpretation: Finally, Draw logical conclusion from the interpretation you have retained. At this stage interpret the different interpretations and then deduce a conclusion.

In last, we can say that those are the step

of interpreting.

---     THE END     ---
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  1. Adequate organizational ideas

        2. Pre-planning

      3. Using proper media

Essentials of effective downward communication

      4. Detail information

        5. Decentralization

        6. Creating

        7. Re explanation

      8. Awareness regarding receiver

      9. Willingness

1. Memo

2. Open Door policy

3. Report

4. Complaint Box

5. Counseling

7. Direct Communication

6. Conference

8. Social Gathering

9. Using Formal Channel

Methods/Medias of upward communication

General Manger.

Production Manger

Sales Manger

Purchase Manger

Public Relations Director

Accounts Director

Shareholders

Board of Directors

Managing Director

Chief Executive

Departmental Management

Department Supervisions

Department Supervisions

Staff

Types of Communication Methods

Verbal

Electronic

Non-Verbal

Oral

Written

Audio

Visual

Audio Visual

E-mail

Video Conference

Fax

Media Oral
Communication

Non-mechanical Media

Mechanical Media

Face-to-face conversation

Interview

Meetings

Conferences

Lectures

Dias speech

Telephone
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Television

Video conference

Advisory board

Non-verbal

Visual

Silent

Audio

Audio

Visual

I. Para language
ii. Siren
iii. Calling Bell
iv. Ringing Bell

I. Body language
Polemics
ii. Clothing dress and Appearance
iii. Use of time or chromatics
iv. Communication through action
v. Others

Conceive the message

Encode the message

Select appropriate channel

Decode the message

Interpret the message

Feedback

Figure 1: Communication cycle
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SHOSHE (Int.) Ltd
Gopalgonj
Ref 590/20/759                                                       Date: 25.06.2010

Dr. Md. Mahedi , assistant administrative officer , is transferred from the head office to take independent charge of   the production unit of chittagong EPZ area . He will hand over charge of his duties at the head office to the undersigned and take charge of the chittagong EPZ area unit from M. Humayun Kabir latest by 30.06.2010.

Copies to:                                                                           Md. Shahriar Hossen
1. Dr. Md. Mahedi                                                                   General manager
2. M..Humaun kabir

Estern bank Limited
Rajshahi branch
Intra- office - memo
No -----------
To -------------
From -----------------------------------------------
Sub: --------------------------------------------------
(1)---------------------------------------------------
(2)---------------------------------------------------
(3)---------------------------------------------------

Copier

to -----------------
------------------------                       Signature

---------------------------------

Rahim Afroz
Head office
Office memorandum
  To : Ahamad salam
          Priduction manager

  From: Md,Golam Robbani M.D
  Ref :867/2010
  Date : 20th June ,2010
  Subject :Mr. Khan’s complain

Mr. Mohiddin khan Uttra Model town Dhaka---------------------------------------------

---------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------

Kindly attend to Mr. Khan Complaint without any further delay .He is also available on 01920929403

Warriors and co. Ltd.
Shaheb bazaar, Rajshahi
June 20, 2010
Ladies and gentlemen
We have come to your city;
Do you wish us to come your home just within ten years of being established our company has made a name in the supply of goods and delicious sweets `and confectionary in the country having won the appreciation of our customers for our goods and services, we have now opened a branch in your city on 16th June at the address given above.

We will have a quality goods and services from us in purchasing sweets items. You are most welcome to meet you at our newly opened branch.

Thanking you
Manager

                                                                                                            February 14.2010

CONFIDENTIAL
Dear Mr. -------------
Re: Appointment of Mr. Enamul Kabir

I feel pleasure to recommend Mr.

M. Enamul Kabir to you for the position of an assistant labor relation manager with your company. As requested by you, the necessary information about Mr.M. Enamul Kabir is given below.

Mr. Kabir joined us as a job analyst in 1990.Now he is labor relations supervision. He was promoted to this post in July 10.1996 and since then he has been working in his present position under my supervision.

Form my experience I would say that Mr. Kabir is thoroughly reliable, intelligent, and punctual and of industrial relations functions i.e. the functions that deal with the personnel problems relating to absenteeism, turnover, grievances strikes and demands made by the employees.

Consequent upon his long association with the issues of labor problems Mr. Kabir has developed a sound knowledge of how to cope with situations in manner. I remember his exceptional role played in 1998 when he tactfully escaped our company from imminent labor unrest. Of course, he was rewarded with an extra increment of salary for such a role. Our labor relations department routinely seeks advice whenever any new decision concerning labor related issues is taken.

I have every regard for Mr. Kabir you will find in him experience, intelligence and enthusiasm. I finally believe you will have no reason to regret your choice if you be pleased to appoint him to the post applied for.

Yours faithfully
Mr.Malek Rahman
Manager
Labor Relations Dep.

          Process of collection

1. Sending statement of account

            2. Reminders

            3. Inquiry

            4. Appeal

5. Warning or ultimatum

M. Saidur Rahman
Padma Residential Area, Rajshahi
Ph: 01746076974, E-mail: L msaid09@yahoo.com
June 25, 2010
Human Resource manager
Standard Bank limited.
44 Motijheel

Commercial area, Dhaka

Application for the position of “Business Executive”
Dear Sir,
In response to your job advertisement published in the “Dally Star” on 23rd June -2010, I would like to apply for the position of Business Executive.

I have completed master of business Administration in accounting and information systems from Rajshahi University in 2010. Currently I am working as an executive for a reputed accounting firm.

I believe working in a reputed organization like your one wi9ll provide me excellent opportunity for my career growth in the area of accounting and finance. I am confident that if provided the opportunity to serve your organization, I will prove myself to be an important asset for your company through my dedication, sincerity and highest level of professionalism.

I would request for an interview at your convenience. For any query, you can reach me at my mobile 01746076974.

Thank you.
Yours truly
M Saidur Rahman

    ➢ Bangla-Mother Tongue
    ➢ English-Extra-Ordinary in Speaking, Writing, Reading and Listening.
    ➢ IELTS Band 7.5

    ➢ Excellent Presentation Skill
    ➢ Effective communication and public relations skill
    ➢ Confident & friendly when meeting and assisting people
    ➢ Quick learner and ready to accept new knowledge
    ➢ Sound ethical background back ground integrity & religious
    ➢ Computer –ms word, PowerPoint &internet

Name:                           M. Saidur Rahman
Nick Name:                   Sayed
Father’s Name:               M Hamidur Rahman
Mother‘s Name:             Selina Parvin
Permanent Address:       Vill: motihar, p: Daspukur, Dist: Kumilla
Present Address:         H, N.23, Road No.2, Padma Residential Area, and Rajshahi     E-mail:                         msaid09@yahoo.com
Date

of Birth:               1st December, 1985
Contract Number:       01737-101806
Nationality:                 Bangladeshi
Religion:                       Islam
Sex:                             Male
Marital status:             unmarried
Height:                         5.7’’
Wight:                         65 kg

    ➢ Have a strong skill of debating; Office & Finance Executive member of business studies faculty debating forum, Ru. Attended various local &national debate competitions.
    ➢ Particular at various career and skill development seminars and workshops.

➢ Accounting
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Prof. Dr.Abdus Sobhan                       Prof. Dr Sayed Zabid hossain
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Media of mass communication

Direct Mass media

i. Audio media
ii. Audio-visual media
iii. Traditional media
iv. Public Address

Indirect Mass media

i. The Syndicate of reporters
ii. Press Association
iii. Advertising Agencies
iv. Public Information Ministry
v. Print media
vi. Other Associations

Mass communication
Agencies

Advertising
Agencies

Information
Ministry

Research individual or groups

Public relations connec
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