	IGCSE BUSINESS STUDIES



MEDIUMS OF COMMUNICATION

To make sure that communication is carried out effectively, it is important that the right medium is used for the right message.  How we chose which medium is most effective is based upon several criteria.

Is the message being communicated within the business (internal) or to people or organisations outside the business (external)?

Is the message formal or informal?

Is the message being communicated to an individual or a group of people?

Is time an important factor in the transmission of the message?

Fill in the spaces below with definitions of these important words.

	1) Internal communication



	

	


	2) External communication



	

	


	3) Formal communication



	

	


	4) Informal communication



	

	


Look at the diagrams below.  Identify the mediums of communication and in each case state the characteristics of that medium by circling the appropriate word.
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