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Introduction to Business Communication
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Business Communication: Concept and Process
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Concept of Communication
TE AT & | Heqqm WA NS NGACE SIS @Eearst Face 27 T4 SRS | 7S FA,
V2 3T orolfes e N0y oI RITET T2 @HIear 6T | 5@ 5.5 (AT AR @HIr IRER C=ell
e AR | I oed, e T wews we ©fF, el qiEdl ¢ foel-eREl smiE-an S
T FE0 2T | WK QR S CF@ ©2 A1 OIdT TMH-eME Y72 TS | S T Y@
GRTF F1 I Hfostas T o AMF-2MT FAPL @A T Fa1 = | eFo~its, G,
fofdia Trers e T2 e, 0N, TR WFE-2fr, SR-SH Tejifva MTTS @I T =7 |
e = SeR o UFIRE fes W o2y, aRet ¢ el-eraE srike [T Far afewe
QAT T |
Newman and Summer @3 W09, “Communication is an exchange of facts, ideas, opinions or
emotions by two or more persons”. IR, @A T 73 AT STOIF G N0 (@A o1,
QIFel, TS AT SAFC [T |

Weihrich and Koontz @< 09, “Communication is the transfer of information from a sender to a
receiver, with the information being understood by the receiver”. SR, AT @IS
ST, ST (2 [TF6 O AR (56 ST FISACE QAR 0T |
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Concept of Business Communication

QMR 93T sl S =0 I @A | 9F FAR [IA ARG IS @A
[ QNI I | AT e, TN ARBENE S ToAMe, IB9 3R AT NRTE FIRG@N
ATIBE To AfSHITa Terear «de AT (e e ¢ AfSPitTm e ©F, ©27, WIF-4=-eR Smie-
VI FACPE [T AT 0T | o2, G0 ST STl TSR Ty AT T ATH AN
©9, B, AT AMAT-LAT FACE [T @A AT | G AfSDITTR Twero! Sz e v
Y S AR QAT T4 |

Situations of Business Communication

TR G eI afslie afs T2rs e ¢ AfgTeia o Aferesiae, [fey wrew oy
OF FIF (ATF RS JI RS TR | WS T (7 I (@, TEoT T IR (AF AT Al
T (@ FATOR IR APIFOIE AW T ZF | AGET FR(F O, ey, o Tonifn
VI T NfSBife Sy AT TS 4 T T | AT ACTFANT, TLET IS8 ST
TS e FIZI, TN A T 27 Tefor FaFoita HAIAIR I | TP ASBIE @i w44
CF@ SR, A, TN A 2R S Sepife AT SR whens ReE F 2 | AT
APIE @GS T Afefe ¢ apfre a4iv v IRET I [fog aferaws, Iraze, s,
R AT el IME-awE 2W 1 93 @R AfePitT Seread ¢ AfgS IfE A Sy afedia
AL TS AN | AfSHITT e FHFo! @ FALRNWT L @A T o !, AFSTIA At iy
TGN IR A T | TN, AR (0 8TF G 0 Jferesiae sy [y o7 | afedia
R TAT [T @RI [RfeTe! 7% T4 I | Swiegd R 7670 AW, (@I AT ARFE O
OIS T AR O AR T 3ewee, 15, BRI YR e e Qe S92 |
I, T A 8 YBIET & (Bifess At v Afgsice et ey A | S, =6 @i
PR ARG (SIS 7 FAGRMS A FIAF T 0 O T AT AWF-WT F4T 2 | WS,
2fSPITR Seliffie Sgw S [ifey @o s 1 e SRFeR AT Q@M A9 T 30N,
(TR, AT Gl Tofi @& T 72T F41 2F |
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Business Communication Process

@ A=(S I FT AT I FIAT AfSHI @A T4 TF ©IeF G @ICAee afe b afe
T BT | (2FF (PICAT IS AT O AR 0 (@A CF@ @ (RRIRE oo A *7>F T
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" FNE SFAT (Developing Idea): TP AR ST AT (27 AT @AR#FER I 77w e
@l 909, 7 s 0 sace 271 udie, o9 I @, 2, @, I @l F0e
B S G5 Fetal Eaer F903 | O, @it efewd @ S0 ARTE B9 I9 T A |

" CROTAMYT FCI NS (Encoding): &P (T &3 Yo [RFAT Torife FACO 2T GO (LFHCD
fafeqy =, e, Q€T Al (FICT AR RS ¢ FE @Y SR (@ FCS TF @
ATAT AR TS AT |

» T RE5T (Selecting Media): &It 76 A1 ceeed oy fAfwe @it Srage sy fes
T | MRS (T AR, fFfee s, @RRe, e, Grfesm, @fe, w5, THRE0,
BT, Aa-Afas! eefe @I TGy RETT 9= e A | G Q! %%, /W, JIIF, deiF,
%, (eREa WreR, ey, i, frae agfee @A™ T R I7%e 2 A |
@EITAPPIE AST YA T JRGEHE qF T GFIESF 4T ARSI 70e 27 |

=  JST (@F (Transmitting Message): NI [NJ67 FA17 217 AT (2FAFIRN P18 NG HIZF FCF ST
BT A Iotea W6 (@99 T ACF | W7 A (@A A A % (AF (@Ie Afofemn =
I ST @A FIEET 5 ACF | OCF, RS @ATICAT GG AGTe SieFiweeg afsfear
NS T |

" ST & (Receiving Messages): TAPITAMNFRT (T AST (7 FEF O I21F QT FCE AR | SHP
T celfere et ffey wate afersas! @@ Ardies, [Fe T 78 20 @S A |

»  Irdf@T (Decoding): ST &feR +F &iolF O fTorT wiw, Sfvces! ¢ azawrreR fefers e
fRe1T, Toieifen '@ T 0 AP G &P TR TG (BB A AT | AP T GPE qroia o
Arieme Iz foy fog 2w A, IS [ g oo 7@ AT | TEed fTreifer 9 sedmia
AR G FIFT @A SIS 77 |

= G (Response): AT IS[ AT 7 ©f AGYRT I (6 AT AT I8 FAF MG Afsiegar
TEAICS 10T | I IS FE SCE @ Al I 2 I | A[E, Ao i @zt I @
(I T (SITFIFTOIF A *RTeIe) @ ISR NS S (Response) e IR, I Feraed
(Feedback) FITT #AfHo® | WeIta2 @AM fwr 7ig =7 4t Af@w vece A |

Tt SICETBAT 20O (ARl A, et A e I8 A1 T 0o ¥ I Y3 Il Orelfid jfed W orda
(2, &I=° @ APTGCAR Ty RIS I Pl T Awf o R @A fewa |

/G7 e

73 31 SrelfyF A&, % T oD Woay w2, ©iF, ToTe, SIael-Sigels, &M, To soiifng
e Qe 0 | @36 AfSHITT Sy TS T ARACET I ATHA AL 02, ©iF, Gl
AAT-QA FACFL AT AT 0T | N (I SZ (AF SF T A2 (FIAT T T, A3
W (ATF O A9 S (IS @GR elfear I0eT | o elfeaia qisieteT - 9o Sga,
(LTI I AT, Ty 15w, ISt (@7, Iret azel, wedaid, «qe A |
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Characteristics and Objectives of Business Communication

@ o

qQ AT O AR

TAITRATCAR CAMRIBY JPTIT FACS ARCI; G-
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Essentials Characteristics of Business Communication

[T AFSHIR FFeTO! TS TR = TSN @A AfSH e Weyew | 5, Tew ¢ FEFar @i
TS ZE FORTET FAMT @ AT QTS | [T o A F4 ZE-

o.

SR (Thought): @AM ¥F FAF (78 @NALIFIACE €T ©IF 8 5L FHTH B QI=elf ey
T ATE | G797 (72 O T oL SR @I efewar v w40 23 |

Ty e (Determining Objectives): RTAITACR “IE2 @MITAMFRICE AT FAR ST
Ty TCS T | (@ A T I AT FACS 2, (T T @EReFaes [oa [esser
I G AP STl Al 7%y 7 PO 1T |

TGT (Media): @RI o= (g Mraw ez | @w=- Rk ¢ cifke Bfdom, w@em«ar,
VENR STl AW, FHwR 04y a6 eae Teifer | @i F919 At @EeEReE A
Aty o 4T QTS 27 |

. (27 8 AT TF (Relationship between Sender and Receiver): 7@V (27F 8 &[oFa

TGIE TG €A IO FF [{II6AT FC@ @ Tt o Fa0e o |1 97 T
GATCICels ST 9 =i |

% fRCIGAT (Timeliness): 9T A2 AT @I @6 [G2 Sy e &=y AT @ w41
T AeF | e W 3 i tewe w4 91 7W, © @RI ST TS IO AT | O3,
QNIFIACE @GN TN [{CI5T F40e 2 |

=8 ST (Message Concreteness): QPN il I GikE @@@we @<, @R ISt A
(@ACHA ISy QIR 460 2 T ¢ ARER e TR; Tl AR 6 FO wgpe
TG ST T A 1 |

TS 8 FRGCATST (Conciseness and Simplicity): QAR FCRA ALY O AL 8
AP QST AFNT | AT, AP Iy (P I @NCNT STy 7T 7eo AT |
AR, @R [ERE W TS@gmee Sogee I T, S AT @Ne_e
NCATSIF JATS FHN B | T, @ANCNT STy 7weT 2T |

’F”ﬁ?ﬁf (Complete Message): ol TR AN THCA (T 4TS FCq SHAPHF Far
TG | TS &T7F I ATF AT IS S AWF-AIT FACS AN | S 6 Sprevyed
I S THABIATT QITF ASIT JATS AT 1 G AGT Agred res ¢ 27 |
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ﬁW(Correctness): @TWWW?T%WWWWN | ST ITRETe gt
AT ©F #Mora N Kol efofama 2 s ML AL @EEPFEAT @roNT THEe
SRS AT T | ©IF, IS RATECe IS (@A TASH A AMEF GIeE @RISR
& 2 AT = |

0. TS (Feedback): TS AfGTR MLTN @I ALFS! B3 IS T | ASIARSE

[ SR [T (AR 7, [ A @ aw o efsfamr oo wmes e
@NCAEAFRT 2ICF Tgoed @A Aafe e S 787 2T |

T[T NI ST

Objectives of Basiness Communication

CRITAT AT FTRASTR NI FeTIer @ ST YT ZBR AT @M e STorly | AT A
JEFT @S Y AfSHIT Ww I @ Tgmw WFve w9 W | @RI 9 5T 20
2SI T B9 4R ©f TR Ty N TE ¢ AT g Fa QT LTI ABAT
T | AfSHITTT +157 TS @A STeie e SoBroiw T e

(F) AT I T WS TR (Objectives about the Accomplishment of the
Organizational Functions): IR S TG @RI STl N0 Stesar S Ze@-

o.

ARAST T W T (To Achieve Organizational Goals): FANNSTE TR WS T
2AfSHITT AT BER AIZA @ ANE-FHW o3 TR | TSI @INTACAT LT
(RIS ey o207 @ Mopdar S AWt ST ARSI STy TS 1 789 27 |

ST AWIH-2WF (Exchange of Information): TR & SE(AE & ST AMIT-&WIT
TS | [INT AT YT STy 0T (S T 20@ ©eomea® a1 @R ©f FALHBoTF
56 STtz = |

wFS! I (Increase Efficiency): GG g a6 [Kfey ©25 SR w6 S
IS A0S TR B, FCS T 2T AL T ;T F0O AT |

. ARFEN T (Formulate Plans): TIAF 7% NGF e JIN AAFHA CofF Fa00 27 |

AR olTCa Ty RSy S v 27 | o @I GIZ) @ [ O IR IR
ARG 2T FRITST T AT |

FATTNET (Coordinate): ST AZs, TR ST @ FNma Prefde dar @e
fifeq SItIT PSR T4y ANTIAKT FAT @A ST |

FEAfoR ARITET (Change of Programs): &ifs¥ife @It 0o Affaes w1 =0 Ao
FAT O @I LA FFCEF AR B A, TS RS TR (FICAT TS
LERIECE

AHO ST 71@ (Create Consciousness): afsditTe afelt wdfice oiw wifd ® 8 FJ AACH NGO

AT I | O T A, T OF I JPOIR g IA0o #RI 71 | TR T4y S0 Ay
T ITHCH ADOTS! Ve A STorely |

WW{@T (Increasing Skill): ©97, ©I9, W%, A ¢ Mo Ao e [T < e
@A FEZ AT T Tl AT A1 | @S @71 925 @ e [fawy s sme
Tl Y A |
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5. % 7R @ (Incerease Job Satisfaction): LSBT T T TSR TwoT G Ao
AR I F& FACe AN, CTE S 04y I3 7EME Jfan S0 *(A | W7, @I I9ZR
SO Ty R FACAR N0 B TG(E I FCI SIAACT A% I (RGA G ST |

So. " &f¥ %9 (Employee Training): & ST FIWMAE WF FC@ TS (ST T | A
TR oS AR ST | f¥EFe Wi @ aze Toxe @I Afeas T8 |

9. W—W"HT TE (Employee-Management Relationship): CICEICERC T ‘f[é‘ 8 Wﬁ‘f
ST IS AL T CTRM= AR T A (I TS | TR, ey
[ W 8 GIFAET N ST AMIT-GHI MG AFSHT AfF-FJ 8 q_ZIoMa
ET TFT 9OIT |

(¥) GMPITITN ST STHITR (Other Objectives of Communication): TAITCITCHR SIFHIwy SR
BRGNS RIGIE

. FNma a6 A=t @ o[ (@9 (Sending Direction and Advice to the Employees):
AfSBita 2T ~Afaeea, Fifs @ [feq FATIHE IVINET FTCH AIZ AN TN 1L 8
BN FAAT W6 Sy AP oA, s/ 8 TAT (@79 T AT | @ TS A 8
T TR AEB FHR [0 (MR FIZT QN TG =0 A |

3. IR efSfet wafRee (Informing Employees Reaction): &fSdItaa =1, e,
T[IZA ~afe W3 [ifeg T Tior FAToRT A= IR ATFT | I o157, oA, (el
Topfer SRCH IR WASR (2feTe/OTe) AR 8 eIFTE AT NAR® FAA!
I 27 Sy |

©. ORFR ARFHIRT RIS q (Altering Future Plans): & efsriferyes e Afiaee
AfeBitT SRER ARFer A FPI TS ¢ AT weifagd | @ AR AR MR [
TfEB FFNE TS KA QRS FANS @A STy |

8. I TMIR € AR {@T (Increasing Effort and Morale to Work): S @ FPSIA
efSBIT Il Sime] FCS A GTerey QeI el weifverd | wdie, e g
Fne ffen It TR @ STl e AT | A T FRCAd S NN I =17 |

€. [T FALN (Solving Problems): &St [(fey e wopfear @ wwowy, qAwe Avigfs,
e, At I W, I, Sy Tenve gy T w0 S Few SR
R RIS ACS G FTE IO 8 7 77 G 77 AN @AM o @Ped Fe |

BT, @ATAITOR FRITAT AR A TR e a6 ARe Soaely TS A& A T
T | ©I3 @l W, @I Sy ZET dfeditad AT A Sy e w3 aAfeditTe Sy
A AT FA6 |

Vasy A s

Te 8 IR @RI 200 20 FORTE AR ol AFT LT | Gt FEl- SR, ST
&R, MO, (@FF @ It TR, TN Ao, I8 Iey, TFeel 8 Fgearare!, 77y Jref,
fAgere! @ FaReT | AR Ty BT G O ASAA &y AfOGHT 8 SARFFGAT efelFT I QT
FRFTSIE BTN R @A LT 577 | ATSDIET o7 T @A S TeteT ZoeTi-
AT Ty S 41, ST AMF-2WIE, 7l I, ARFEA! ez, TIaome, Fefoa Afaes,
W,Wﬂ@ﬁ , @R I, TN frFd, ARF-RIAT TF, FAra 6 [Noreer
GEH cere, T elfsfara wafresad, Sam sfiagam Afkes, F6f Tor ¢ TR Ifa aiR
ST AT |
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Effective Business Communication

@ =
aﬂﬁsmvmﬁr
FRE AR T FTHTE SIFCS 2ACI;
» I I WIARITR 9P T GFel A&
" T N AR 6= SAFIETIZ SN0 AT
SR AR TR ILPTIR FIRT TS AR
IR AR @I ILPTR FRAIFAEH TATT JATS ARCI; G2
» RFOT ¢ TNfOTOR AT FHFT AT AT T eIy T AR |

E[E| préem e
Effective Communication

@I AR @A G5 WS Sy A | (@ STaeey QeI 40 2, Q@ et 1 @
TS ARSI FRCS #AIT SIRCA OitF Fee] T FFH @HICA @00 T | FIAREE SHBF 20O @
0T STRe QT 41 2, ©F AW WESEa FHoRee @@ e AFeid hTe AT «de
CT SR QTSR AV FCH OIRCE OItF Fe1eP] @ITA I0eT | Ty @IRITR M AIZ @I
AFFNTE TR ETRmed TET 9 W @R Ied AR e =q, IW T A
TOFFOOI(F FICE NCAIVCIH FACS AT |

T FIPT AR @FP

Importance of Effective Business Communication

T @R o7 46 feDita et T8 T @2 @I T o 20 2fspi arde 2o
AR | IRAR-JINCSR CFC@ I @ITRITHT Sl fofes 7 a1 ZCei-

. AP WS 3@7 (Improvement of Managerial Efficiency): (85 @3 IC F3e &=
FAZIAET TS IR TEARE (@FIfE @R FRSIROR 877 o7 F6a | I O
A AP AT MG SO 56 © F& AN T | AFOATT,
AZIAET FIATS] AT FAHIRR AL Y @I T $o47 7797 33 |

3. “ARFEN 97T @ IVITT (Formulation and Execution of Plans): T &feditaa Afagen
R FIFIRY 2y, TATE @ WAoo MATRA AWGw =¥ | @I 77 (e S1 zre
TG SLTRATE IIFANT TRST TR AF | e AfFaarmR R ¢ Fqom b
(ST TS T | TR ST ST T ] AT A< |

o, WFINWMT wFel [FPNGT (Development of Employee Efficiency): TGN 4
wFeRfa I FE AR 8 g I Ifa F@ | IR, T 8 TS @A @A FHA!
R 8 A/ N (o0 AT | T, O TS, FS W2 (BT TR TN afs
SR A QI FS I |

8. JNGATO B @ T8 AT (Co-operation and Avoid Conflict): I AR TARATOR
T FA Ty AN ST BCS AR FCR | JP @A 2 SBTTa ToreE FIAma Ty
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HIIfeFe 7 ARRIE sFped SN A T | @R IR qR e 'GP PR TAE
Ao e RS 20eT 7rd SR QOIS AT |

¢. JATTALT (Co-ordination): JIAER % Te=d &y efedicaw [fey Rewaw witea Wy
AT YT QTG 2T | AIFIF, TR 992 FAIACE PRSI OIAd ST [0 AT
YT & FIEFA @A T AT 27 |

v, Pra® @29 (Making Decisions): JF @ITa A48T b1 AT JZIore [y e ey
©UT G FACS A T 2 OF AT e Q= AR A |

q. INWMI TV @AIT (Motivating Employees): SNAwZ FIGIRAT AN T LTSI S
I FACET @A ST FIE GIRE ST TSRO dfe qAagma Fier afe Ttz
TS 2@ | @ (IR AL Wi AT %7 S AT A TR @ACACAT AT
ATeT <1 78 |

TARISE TS (ACF I AT (@, FIEFT @A QIO (I G A A3 FifoFe a0y
(T T8I 9 | O I W, AIBNT IR TP 8 [T Soce Apereiq A B Gw
Gy @A @@l B e I A |

FEFT JPAT AR @ TAFITIR

Important Elements of Effective Business Communication

P @ FEFISIE 417 & S ey Sowaer I0arg a1 EUe 77 ‘Seven C 7w “Afafoe fom
RS9 | [N O ST T4 ZA-

S. ‘ﬂ“"i‘f@ (Completeness): FRITSIE QNN 7o FE Ty IONF  ATAGH  SPIR
feifreeli ¢ “Afasfera Sog" Tl grree | Arefa ool e AefRHe AL O
TorgAT T TR T IR P& aze F1 728 27 @3 ARSI SiteT SRfS tofar =7 |
w1, et 5yt 2 afsbees I I el “1oTTe =7 F1 T 45 I AT |

3. FEFEST (Consciseness): FFT @APNECT @Ih wwesd [Ty 2o FfFest | arw@
QIR RETE Tob TWT TfFE IR ARG RGN Tow | @A ISt Ard =eeT
ISR RIS TS AT | SI @WEATALFIA 8 ([@AALAASIT AN 8 {TAT AT I
G FAPTE T X G 19 ea qref e et I afert e 119 R 3w A |

5@ 5.0: T JAR AT TATARTIR
BTG aT Bi-»
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©. fATIBAT (Consideration): T @HITIT AFS «F6 wFesd Ffe = [E@vAr 1 qrwg
SR ST ATF AT AMIFT T, (WA, OB, R w9, wiede, wqete, AffEfs, afsfe
Sorifn foeer v I Q@R AT (@Fe T Bfow | TS I AT AT @RI ST
TRLHE JATS A G2 (T TG TS AIIITS AN T | AT (g 07 (T AT raere—

o IITWLTS ¥ IR T4 S6® 77
o EW ATR(FF A T T AW+ F4;
o IV @ 3BT oA A wFY W
o AR atzred A {Taet ¥4 |
8. TSl (Clarity): AT qref TSI @RIT ToF ST TR WA FO6! I A |
G TR FRE, AT 8 I8 O @ * IR FI ZC Irofq ™Bel (ol T | ST {8 A/
Jref et Tzre Irefa 9 8 BT QTS 2T |

¢. JFETSI (Concreteness): @ IS WS TE0@ ISE ARWE, qRRIRE, AFHeT,
PRERTE @R YFEASSE AT FAE RIT | ALR Q@AM (@0 (FaeT 8ol
TAPFFST @F J T AR CIACE (AT ARCS ZR | ARGNe ANTS 9o 8 SR Trgd @R
AINTE =9 LA T4 T6® | Gre qrofa FRAATST i AT 6 @A effewwn S = |

b, TNEAre! (Courtesy): ISl 2FS @ (AT N &I AfS (AT ARS8 F¥EAT S LATASH
I G AT @fe Eae! eane T T | @ @A R0 CISTSINers WS @I
TG FLRE NGFR AT TR AN =Gt wea coxfy o Tgw [fey Avwa Io4y
TAE BrOS G BN T T AT | CTEO! AT T QTG T TS Z ST
AT Ee 41 A1 g3 e 2N @97 *137 I/ A1 06 97 9 TARY SR, T @qe
N *% IR Tl TH® |

q. ASFS! (Correcteness): FAFT @A &faa Feg qref I AW 2o 7wy Fge ©27
VI FACe T | ARere el e, KA Bz, ame e, =tww Al e Ton [aw
(AT TS T | IS SIS, SIFN I FIFIVNS SHSIF S @ACACAT Sroe*ly SISy 14T
2 2rs AN |

Barriers of Effective Business Communication
e ¢ TS @M AIZR S=ifEfeq TR efSBIaa T NS TPTE B Te AT | IS
ASHITTITE FeLP] @RI (0T (F 7T feqsiae! T 71T Tofi 27 ©f A6 STeAmar T 2

S, SfefRE s B (Excess Organizational Hierarchies): 5<% ﬂ%@m AT B
CETT TR AT TR AT TS AHFT AF | SHIRATTR, TN o oI
QAT [T FErea (627 T (0T Toq 0 B (@ A0 @AM 7R TR
fifye == TR AF | Fie, A @R Rw<g (e 2o TR @i+ s |

3. O[S ef$IFFS! (Language Barrier): I &fSdits f[ifey wieete o34 915 903 | ©IWd
T AT SER O] I | @9 FAERIm W Tw Hfws, o fHfre ke sfifrs
AR | T, @R (FC@ IOLTF 8 ISIARCFA N e efeqsmamel i (77 | W,
qEEIoF 7R IS LTI TR [, e A1 afedie A &g s (@aw-
o, BI3fer, Sy, WA 39RIW) @I S0 T | CITHE (73 O ARWAST F AT
afegFel 2 = |

BTG 9T - S0
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©. CoEf& 8 JSTET AMEFT (Difference in Perception and Personality): TGS “If{QE, W,
w1, e S Tenfne foge st [feg Tferen i 27 | T @F @ Ife g
T fog fogeim Tomfa Face It | «2 [foger uws aref fog fog o3 foqeia S«Re Fare
R | @AF- @A efepin Raw efsfifimm a3 et 0% e 3fa Ta= Fore orear ==
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