	
	Methods of Communication

	WRITTEN
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	Is the most frequent method of internal communication between members of the same firm. They tend to be brief and to the point without formal opening ore close.
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	Are generally used as a means of external communication, are sent from firm to firm. Examples: orders, invoices, trading documents

	Fax

Mails
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Summary
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	Provides a more speedy means of communication

Information is transmitted by PC, fast and convenient as you can add attachments.
May be displayed to convey information to employees, for example , jobs being advertised internally, safety regulations, social/welfare 

Information.
of discussions that have taken place at a meeting

may be received from committees, feedback or in the form of information supplied by specialist employees, for example technical reports, financial reports, etc.

	ORAL
	Spoken communication is the most commonly used of all means of passing on information. Within the organization this will frequently be face-to-face contact
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	Internal call/local call/long distance call

Allows contacts between sections of organisations where face-to-face contact is not convenient. Telephone is very important for external oral communication.

	Interviews
	Are a common means of selecting employees or considering a person for promotion and for individual discussions. 
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	Provide a convenient means of communications between several people where individual discussions are not practical. Before a meeting you receive an agenda.

	VISUAL

Pictures, plans, diagrams, maps, wall charts, flipcharts, graphs
	Are all ways in which visual communication is typically used within an organisation. They are used to make complicated ideas of informations easier to understand.               
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