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2. Principles of Effective Business Communication

Economy' In an effective business message. a minimum energy. time and symbols are used to encode
message. Condense information in concise! style 11as a greater Impact. Sometime use of too much
words results in the loss of meaning and unnecessary confusion.

2 Clarity; Busines- 1essages frequently use tables, charts. diagrams etc. to clarify information. It also
helps in clarify ing the basic concept and emphasining important information.
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(1 Dudeter tnmscessary words and phirases
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(v)  Organize message properly,
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Clarity: 1 ie well said that danty prevents confusion, Sometimes the sentenices are 5o ciuttered that,
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comrnmentive because a cear sentence is no accident. Bovee et al give nine tips to attain clarity;

(1) Break up overly long sentences

(i)  Rewrlte hedging sentences
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(iv]  Correct dangling modifiers

(v)  Reword long noun sequences

(vij  Replace camouflaged verbs: Use verbs instead of noun phrases such as ‘we analyzed
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(vli)  Clarlfy sentence structure: Keep the subject and predicate of a sentence as close together#
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(ix)  Moderate your enthusiasm: Too many adjectives and adverbs should not be used &
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Impose paratlellsm: Parallel construction should be used when there are two or more simila

Clarify awkward references: The phrases like above mentioned, as mentioned above
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Correctness; Correct fncls should be transmilted in correct language. After the preparation !
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() Hawe you comered all your points in the miost logical order 7
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oy Would the message be more comvineing if it were arranged in another sequence ?
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The beginining and end of & messace should be properly oroganized.
Consldeyation: The most irmpemtant C in communication is that it should be reader oriented. It
stotiled b fesuned out what the audience o eecerjer wants to know, The sender should focus on the
ey erpeAions and lesel of cormprehension of the receiver. The following considerations shoula be

beepst in mined and practiced for effective and meaning communication,

f1) Focus on ‘you” and nof on °I" ar 'we

i} Permilive peints are to be emphasized,

Nl Puositive and important facts should be considered.

) Try b eonsider the ways to achieve success. Appropriate chamnel and medium should be
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Courtesy: Always vatablish good relationship with the audience. For this always true to yourself and
L sincere. Buoid falseness, Try to use the “you” attitude ©.z. don't be marnifpulative rather be sincere in
yenit thirskineg about your audience, One important thing which & sender can do for this isto establish
his credibily.

Todasy we 1alls of o soalization vt en the entire world has come closer. Various countries of the world
have developed business relations with one another, Butin the business world, it s not always possible
fr people to et and talk with their fellow employees or rustomers ot clients or suppliers or
cinpleers who belong to different places. Hence they seek the help of different means of
comnind ation. Oral communication such as telephonic conversation do not always suffice the
g of the listener or of the speaker. Moreover, pecple in business at their working places need
setmmmnent witlen records of what was said. to whom and on what topic. However, oral as well aa
unittern communication has become indispensable to modern business world, From phone me.ﬁ:&:‘}g'e“-u
Coren, Noftors, memorandusms, notices. forms and reports— each document s used for different
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