Workplace communication refers to the exchange of information, ideas, and messages among
people
within an organization to achieve business goals and maintain effective relationships. It’s one of

the most important aspects of a healthy and productive work environment.
Types of Workplace Communication
a. Verbal Communication

- Spoken interactions in meetings, phone calls, or casual
conversations. Clarity, tone, and active listening are
essential.

b. Nonverbal Communication

- Includes body language, eye contact, gestures, posture, and facial
expressions.
- Often reinforces or contradicts verbal messages.

¢. Written Communication

- Emails, memos, reports, chat messages, or company
newsletters.

- Should be clear, concise, and professionally structured.

d. Visual Communication

- Charts, infographics, presentations, and dashboards used to convey information visually.

Directions of Communication

a. Upward Communication — From employees to management (e.g., feedback, reports).

b. Downward Communication — From management to employees (e.g., instructions, policies).
¢. Lateral (Horizontal) Communication — Between peers or departments for coordination.

d. Diagonal Communication — Across levels and departments, often for project colla

Importance of Effective Communication

* Enhances teamwork and collaboration.

* Reduces misunderstandings and conflicts.

* Increases employee engagement and morale.

* Improves productivity and efficiency.

*  Supports strong leadership and organizational culture.
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Strategies to Improve Workplace Communication

» Encourage open and transparent dialogue.

*  Use the right communication channel for the message.

*  Provide regular feedback and recognition.

*  Practice active listening.

* Maintain professionalism in tone and behavior.

« Use technology wisely (emails, messaging apps, video calls).
*  Promote inclusivity and cultural awareness.

Business Correspondence refers to the exchange of written communication in a professional or business
context. It includes letters, emails, memos, reports, and other written messages used to share
information, make requests, build relationships, or record transactions. Effective business
correspondence is essential for maintaining professionalism, clarity, and trust in organizational
communication.

Qualities of Good Business Correspondence

+ Clarity: Message should be clear and easily understood.

+ Conciseness: Avoid unnecessary details; be direct.

*  Courtesy: Use polite and respectful language.

+ Correctness: Ensure accuracy in facts, grammar, and tone.

* Completeness: Include all necessary information.

+ Consideration: Show empathy and understanding of the reader’s point of view.

* Consistency: Maintain a professional tone and style throughout.
Common Forms of Business Correspondence

« Business Letters: Formal letters for various purposes (e.g., inquiry, order, complaint, or
application).

*  Memos: Short internal messages for quick communication.

« Emails: Fast, efficient digital correspondence for both internal and external use.

* Reports: Detailed written accounts for decision-making.

* Notices and Circulars: Used to share information with a large group.

Importance of Business Correspondence

* Builds and maintains professional relationships.

« Serves as a record of communication and evidence for future reference.

* Enhances the image and credibility of the organization.

* Facilitates efficient decision-making by keeping information clear and accessible.
Promotes goodwill among clients and partners.
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Business Letter

A business letter is a formal document used to communicate information related to business activities
such as inquiries, orders, complaints, applications, or acknowledgments.

It is usually sent between companies, or between a company and its clients, suppliers, or other external
parties.

Purpose of a Business Letter
Business letters serve various purposes, including:

* Providing information (e.g., about products, services, or policies).
* Making requests (e.g., quotations, samples, or clarifications).

* Making or confirming orders.

* Handling complaints and adjustments.

*  Building and maintaining goodwill.

+ Documenting agreements or transactions.

*  Establishing formal communication channels.

Characteristics of a Good Business Letter

+ Clarity: The message should be clear and direct.

+ Conciseness: Avoid unnecessary words or repetition.

*  Courtesy: Use polite and respectful language.

+ Correctness: Ensure accuracy in facts, grammar, and spelling.

+ Completeness: Include all necessary information.

»  Professional tone: Maintain formality and objectivity.

* Neatness: The format and presentation should be clean and organized.

Parts of a Business Letter

A standard business letter typically includes the following sections:

Date: Written below the sender’s address.
Inside Address: The recipient’s name, title, and address.
Salutation: A formal greeting (e.g., Dear Mr. Smith,).
Subject Line: A brief statement of the topic (optional but recommended).
Body of the Letter:
o Opening paragraph: State the purpose of writing. o
o Middle paragraph(s): Provide necessary details.
o Closing paragraph: Conclude with a polite tone or request for
action.
6. Complimentary Close: A courteous ending (e.g., Yours sincerely,).
7. Signature: Writer’s name and designation.
8. Enclosures: Mention any attached documents, if applicable.
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9. Typist initials
Types of Business Letters

* Inquiry Letters: Request information or quotations.

« Order Letters: Place or confirm orders for goods or services.

* Complaint Letters: Report issues or request adjustments.

+ Adjustment Letters: Respond to complaints and provide solutions.

+ Acknowledgment Letters: Confirm receipt of goods, documents, or information.
» Application Letters: Apply for a job or business opportunity.

» Sales Letters: Promote products or services to customers.

* Collection Letters: Remind customers of overdue payments.

Importance of Business Letters

+ Establishes and maintains professional relationships.

* Acts as a legal and official record of communication.

*  Builds corporate image and goodwill.

* Helps in decision-making by providing clear written documentation.

* Facilitates effective external communication with clients, partners, and authorities.

Common Punctuation Rules in Business Letters

Salutation

Use a colon (:) for mixed style or no punctuation for open style.

Dear Ms. Johnson:
(mixed) Dear Ms Johnson

(open)

Complimentary Closing
Use a comma (,) in mixed style or none in open style.

Yours faithfully, (mixed)
Yours faithfully (open)

Enclosures

No punctuation after —Enclosure|| or —Attachment.||

Enclosure: Price List
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Example of a Business Letter
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MEMORANDUM

A memo (short for memorandum) is a brief, written form of communication used within an organization
to convey information, make announcements, or give instructions. It’s an important tool for internal
communication in business and government settings.

Purpose of a Memo
« Toinform (e.g., policy changes, new procedures).

« Torequest action or feedback.
+ Toremind staff about deadlines or responsibilities.
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* To confirm decisions or agreements.
« Torecord internal communications for future reference.

Characteristics of a Good Memo

. Clarity: The message should be easy to understand.

. Brevity: Keep it concise—focus on the main point.

. Formal tone: Use professional language, but less formal than a business letter.
. Relevance: Stick to the topic; avoid unnecessary details.

. Proper structure: Follow the standard memo format.

Structure of a Memo
A memo usually follows this format:

To: (Name and position of recipient)
From: (Name and position of sender)
Date: (Date the memo is written)
Subject: (Brief statement of the
topic)

Body:
* Opening: State the purpose of the memo clearly.
* Middle: Provide details, explanations, or background.
+ Closing: End with expected actions, deadlines, or a polite conclusion.

Example of a Memo

To: All Department Heads

From: Human Resources Manager

Date: October 15, 2025

Subject: Reminder on Annual Performance Reviews

This is to remind all department heads that the annual performance reviews must be completed by
October 30, 2025.

Please ensure that all evaluation forms are submitted to the HR Department before the deadline.

Thank you for your cooperation.
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Importance of Memos
*  Ensures effective internal communication.
* Provides a written record of decisions or instructions.
* Saves time compared to meetings or formal letters.
*  Helps maintain organizational consistency and accountability.

The 7 C’s of business communication are guiding principles that ensure messages are effective,
professional, and impactful: Clear, Concise, Concrete, Correct, Coherent, Complete, and Courteous.
Mastering these helps avoid misunderstandings and strengthens workplace relationships.

Clear — Use accounting terms correctly and explain jargon when needed.

Concise — Present only relevant financial details.

Concrete — Support statements with figures, charts, or examples.

Correct — Ensure accuracy in numbers and grammar.

Coherent — Organize information logically (e.g., problem - analysis - recommendation).
Complete — Provide all necessary financial context for decision-making.

Courteous — Maintain professionalism, especially when delivering sensitive information.

Application of the 7C’s of Communication improves efficiency: Saves time by reducing back-and-forth
clarifications.

- Builds trust: Accurate and respectful communication strengthens professional relationships.

- Enhances reputation: Clear and courteous messages reflect positively on the organization.

- Reduces conflict: Prevents misunderstandings that often lead to workplace disputes.
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