
UNIT-2 

1Organi2ation Communication. 

t s aivided irto 1wo Types 
) Formal omnunicotion 

(a) Infomal Cormrnunitoion 

FoTmal (ommurication 
1t u divided mto ree Types 

fomal 
Communicatiom i a 

mmunicatiom 
whih 

Origwiaies fiom a formal source with speific. auihoni 

Types of formal Commuricahon whic 

Ture au Three types of formal 
Communications 

0s jolltus 

A) HOvizontal cornrmuni coation 

(B vetical Conuri cotion 
c) Diagonal tommunication 

(A) HOri 2ontal 
Communicahon 

Communication 
Betwcen people belongina 

to same 

evel is calltd Os HOi2ontal 
CommunicaHon 

HG zontol Comm unicaiom has vanious forms like 
Rules omd 

RegulotioY 
Polieies and rocedures ett are fomulated 

(E) Vehical tommuni tation 

t Consists of Two forms. hat u 

(a) Downoard Communication 

Cb)upoard Communication 

aDownWard 
Communi cation: A 

Communicatiom 
from a 

uperioy to Thz 
Subardirate 

is callid as 
Donard 

orrmuniCafion. 
thas 

vanious forms 
ike Ordsus, 

ommandis, 

DOunard 

foms li ke ords), 
Commands, 

ufCulans, motie, Memo, waninqs 
spernsions, 

teriminations 

upward tomm unicoio A Communi cation 
rom a Subovdinale 

aSuperior u callid a ward 
Commuucation. 

It has 

2iowomms like reauests , 
Suggesstions , Ppecls 

Le permis ioms , 
liavs ett. 



C Diagonal Gommuni cation 
Communication behween Supeuor Og OTe depatmen(1 

Subondinate of ano1fiw depantment is Caled as 

Diagonal communication. 

(8 
.Tnfermal Communicatiom 

t is alsD Callud as Giapevine Communi cation Tnfm 

(O Communicatiom is R fastest way of Communicafing The 

message whidh is less autfentic and less Teliable t 
Consists of vaious foms like Rumors omd Sossip5 

Diffenence Between Fovmal and Tnfomal Gommunication 
Caiteia foTmal ommunicaion Ifomal Communication. 

(Natue authovitatoyn in 
Democratic and friendu 

natuw 
fonvnin matwe 

Rofficial 
t mot a offiual 

Sine it follbus 

Official Gults it recogmi2ed channel 
has official 

Recocmirtio 

Reeenition 
oCommuni Cationn 

(3)Secacy offiia Seciacy 
maintainud. 

Since it u OCcuvid by l 
open disCuuioms 
offial Secracy Cannot 
be maintaimed (4 

CH)Delegafion t fatilitates 
deli gation of 
authorihy 

8thas mo role i of authonity. 
diligama The authu 

(5) RunoS 
There is no scope here s a reat of Creatimg and 
Spreadin g Rumors Scope og Creaking and 

Spreadinga Rumors d G) Distovtion No Chanel for 
1h mAmaae Cam be Distortion of 
distot ted 



) Disciplne Aalps to mainta 
1e discipli iv 

may ceaie 
illdisca pline in 1c 

he Ongami 2atiovM Ovqani 2attovt 

8 Co st is expeusive and less expenive 
equuive5 mOYC MOV and tequtyes mo or 

lou cost 
ime 3t time consumimg t les time 

CosumJ to ake T decisioNs 

Relalionships Title scope to build Highw Scope fo 
Lakour managemut Building ancA 

Relatiovtships festabi shinq Yelationshf 
bekween Lakoui and 

y Management 

1 Flexibiliy Less Flexible v MoYe Flexible. 

02 permanent FOrmal CommunicatiON 
DoCumenuts is done by wiHen 

vr formial GommuniCalion 

does not have any 
doumunts and Can 

be Tecorded 
douumentatiovt 

8)Tnfomnation Flows feely in all 

difecion 

wpward" o 
Flovo downw0d.J 

follou by evev w ot 
o 

Mot 

follouo 

Obligatoru u obligadion It obligatory to 

employee 

.Gatewaus to Effective Communication. 

Meaning: Tese ane Guidelines which indi cate e 

effectiveness of Com municaion în he orqani2adion 

Gtildelimeg for Effective Communi cation: 

D plan 1e mesage ine speake shoud prepare well 

befure Communi.cati 
Specific Lanquage: "i Mut be Some Common lam quaa 

hai 'u suppogud to be uideY Stoo d loy every ome 



and Raqulatos shoudd be felowed ewhile Communica 

4Dont be EvaluLative: TL Speakn nuust nut Tink 1hat 

Listencs 0e evaluatng 1hu evthve pro cess of Communi Cat 

5 Sive proper Oritvntation Training should be providtd bef 

Speak elbauety: Vocabulcu, a.cceht GTaMmI Rulis 

unk 1nt 

artual Convensakion has Stanted 

Ative fistenws A Speaken should be an active EnD 

Thal is he was physically as well as psycho logica prekr 
Not Biascd 1e speaker should not show any 

Javoviti s to he listenns 1e Session 

should respond to )Kespond but not veactT Speaken 
ueies the listenes vaihe Than reacfina 

a) Congrutnce Th must be well establi shed Relationshi 
Bondage and unision between 1 speakwu and Listene 

(10) Ut Grape vine : Speaku should cmploy 1u irfomal 

jeed baek in 1h fom of Respone fam 1 Listenns. 

(I1 Take Feed Back: The tommunicotor Com impove hus skils| 
Kmouwledge ond. expetise whun he collects The prope fed 
back after the Communication is Completed 
popey ambience Noniking COmditions should be oppmof* 
FTe GommunicaBor s Suppoted to be succesful 



UNIT-02 

1)Tnhapv sonal Comnmumicaliovn 

COmwtwniecation 1oHin he Ivicdwickual 1s Caled as tmtvaper sonal 

Conumiafion 

1)Menk o hapersonal covnnuicatioy 
auJayo 

Sellwaneness lhe pno cess in which a person s made 

C is haah's weeknessee 

Sel conidnce A Sel Cttwe lale makes One Secure and 1MCYecs e 

Conydence 
5elnanagenjent he pevson lanages himsel to ecientts 

Pepm his Shmgts ad oVextome. the weaknesse S 

SelNotiyaievn I1s the. po cess in hich he person 1nsp1nes nsp1es, 
stimulates and pevsuate s himsele 

FOCuS tIs the ocess 0. Maing. the concetvatitn gareing 
he cluhes thaf ae clischaqed. 

6Tndependente A s. auoaneness allows he peison to PoT 

Finse 
Adaptabiltky Jrhape so na Comuicakion heps the ersen to adjush 

attevding, to the Shuations and Envinonnent 

T) Devpils o thapeson (ommunicafion 

4nhoVef,-A pers0 iHh merpev sonal Cowuuncation does no 2ike 

toxpess others 

whmg, Asnphions - he y son-think s akout the nggatiye 

Side euene, he peroms cnhaperson Communicahion 



3. Intnec etisions Sine.Decisions e tkn iu tie n 

hinglStnuetmes e mau be 

4eNathnking t perstn wHh inhapestnn tenmunicahion analute 
hinmselStmetinmes hinkipg tS StXss ve Hat btthes 
sterull to him 

5 Tmeq ance -May cple peroiigg hapevonal cemunicat) temunicate) 
puikup Okr conjide nte and amtgante 

Tnterperstnal COnmunicatibn 
Mening - s pcess tommunicatina betem tite rpe 
ha ts tn one tt he oaner by hong ing. temtten, tdtas, 

Views and cpinions 

)Impoy Hance o itepesonad tomuricakeni 
4) preblery selving hei is an ttkan qe muatien, pecple 

analyeshe prcblerv cleaty and poides tie solukon il 

This comniunicafen hs to eac tie tas in ) Al Gals 
irme 

3) Lus- *slablehes Cntdente And elir, on others 

) change Manageent i jetd niope e nal comnunitaten arilitahe 

Changes in the Cgan-3ahie) . 

5 EMplevee eccqnihen intopeiso nal econnmunicatiem e to 

Pyem the t8ok to dischage tleir ctuhes and eporibtkke 

and ccus on crnniitnjent and dedkaticn tobickh erend 

him anuong. all Cthers 



6. Work plaee mis- (ormmunicaljon Ihere 's a chane that 
Con lick qreviencac etc, can be reduesd becaute o nteY inter P 

Rer SDna Communi ca tion 

a çona elaHonship Intev pertenal InteyperSona mmunicakion establishe
goed e la ionship and bondage among themselve. 

6 6lec lioe deaderhip: Becavte ef InerpercoroComm Secause f In ter pevcona ommunic -a ion leadere evolved and Aeadlorsbip many are 

valihe 
redvcad are 

9 Employee Succe Employee wilbe able to take 
cOtrecive actions and decisions.This helps Hhem to be 
SUCCestu in Pre sen F day sihaHon. 

Cmo Hions COmmunicaton 

Meaning Emo ions are theee lirge 9eneratecl that helps in propey Communicaion 
pHoe

Leatens Why Emekiont are hoF eyprewe d Cleay 
. Social Expectaliens: Bea Cause of piopes emoional 
Comm unicaion person re coqni Hon in he 
Socie hy. 

Volsabilty me imes SHeduend the emohos 
V 

rela'Honship acrO he omp loyees In The orqanisaion 

th 
3- ole ng Othav Some 

othe 
peopleea thaF comm 

they do not fcaion hurE 
Communica te. 



ocrol P1omliorol oet no be fnoppropaiate to 
HpTeG onpre fhe erme hent cleavly Sorne limes while uwaking 
fnstcial and profeiorna D1qo nisaieng 

Ineffecliue xpvson of cmoljon 

. Spea lingn wvally bmee people ele rdirec 
of cormmunic a fing the mecsag in he orqonisotien nean 

tp rg armo hens. 

N 0unind - persen who ooe net ave 
onhol ovey the emotions arled to cevelepe. 

N. have 

C omple fe 

Te la Hon thip. 

guicde linet ov e1feclfveomoioral Coomunication 

Tdenity your emotions 

Cwn youY /ee linge 

Deciole whom o exprece 

irne Selech app 1opiate ime 

spond Sencitive ly 

onitor seltalk 
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Ct-3* 

NOn Vebal Communi Cation. meaning of 
The Photes CerrmuoICttin Lrtot the helpo o -the help The 

ulu ad tegulatidns uCatleod Speciie arguoge 
a Vebal Comm uniCatitn. 

Advantages NGn- vctbal Commurr Caticn 

Cple metaly uwe equbt 
beth the veba 

ana en- veybal Communi Cattion potallely. 

2 tase oeentation o Ccmmuni Cation becomts 

ecy Ho undestand be couse n-Vetbal 

Ccmmunt Cation- f a 
NOn-Yenbal Commudication 

S Substuting 
vet bal CommunI Caluon 

Stub&tll fe 
Can be 

CommuniCalionb 

GRepeat on- Vtka 

ume to Convey the Some 

usEdl no o ume 

miantn9 Can tuneduCatd people Car 

5. fol lletrale. Even 
Non- vetbal Commu 

undur stand the 

6 Fo +Hardi Caped eopBe f unable to Speak 

Aon YeYbal Conmmuni 
Calion io. 

the ndimiion
Ccun u th 

ndeutand and Tonv¬y 
he ngdimition 

Attnactive ptosertceticn . T Tenyurcation 

frems ncludey heth he ve>bal A non vetbal 

ht ut betois be Como ttra1ve Rejentation 

atlotus 
Resentatn. 

e dute ime e veCabal CommuniCocttN 

the meysage in a the undiu tanding 

Bolt inty val time 

9. tuCRErpttssiop O mesaqe; The msoG 

the boody languag e to th tatgetë ol 
be come tuhd) tood and expemeal throu4h 



auiden easily 

De-neut of NOn vexbnl CommtnCaluon 

Impte Cise on tal CoPuniCotit a 

tngest twaty Expesng the tneyoge toth 

utnu and vciwe 

Cetinicu we Canne peyent Cerelyes tod 

cemmuni aite. Even Slen Ce alsb Tommuniatey. 

9 multi hannel Comuri Calion onverbal hcm 

gutwu, post, Phy siCal mny Channt ik 

AppEauntos 
SilenCa facial ¬rpeylionr, kinuie. 

Pia langtunge ett., 

4Long Conyeuation 
NCN- Vebal Communi Calion 

nku mulh time to Cchvey the menge thro meng e throt 

CommunI Callion 

ak 
Pheper Cundw tandirg 

DYiCult to undr &tandi Nen Veybal fpm 

tasily Cinder sBtod 
Caunnot be 

Ctrrmuni Cluon 

eveny 
gtest-Utus, 

fostey tt, have 

evesiy 
tt have 

betae 
cdiyfvunt meantn 

NOt eveny koder poejot Mary people xcty on 

-lo Conyty 
cty on 

the Vexba 
Cemmurni Cation but het Completel, 

the 

bttt het Completely 
Commun hon-ex bal 

7Latk Ob f8nality Vexba! 
CormmuniCalion i 

fetmal Co mnunial 

uteed a a mtans 

Dsteltion nbo'metlicn: 
Soetimu the nmeshg 

ay be iengly unduttanding -us ing 

NOn- Verbal Comm uniCattib). 
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Chaning the 

niaao Ve, accent, 1itCh eloquant 

t allo pota long uage YNNCae 

Cle Iotud and 

atadindbi 
Stle 1orguog, Vocahuler stylo ne7O mdcaee 

ittuinet etr, inthe voide. 

mlon &ty voit and louol- 
. pc tneudes 

-

Fhtae: The Coom tunicate &ttp9 in bettwgen

ay gabbed ard Cla'ity 
befween 

atten(iD 

and trdeAtadnq tis nCouaMcdey 

SVumi auation Omolirms 

Aentnte 

Some paily the 

CommniCalc 
whic ate poltant C 

twith a ltto voie othe 

ep tpekd 20 3 mant ConmuniCatoy Employe 

th twod Aws tho'duy 0 nCxcaMtht 

tuntY tanding 
he langtage 

4 Ovall mp i on; he tultimale ObjeCtive 

ncACe 
the ndtr Stan 

foa larguage tis 

-ding tistne bettween thepeakey and Listne 
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