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COMMUNICATION « Consideration

* Concreteness

* Courtesy




7 Cs for EFFECTIVE Communication
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Writtem Comewmunication

it means communication by wmeans of written
symbols. (either printed or handwritten).
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Effective Written Communication

Written communication must be preceded by thought and analysis.

Written communication must be in clear, correct, concise, complete, courteous,
simpleand easy language.

The writer should have the sound knowledge of the subject dealingwith.

In written communication, the writer must be careful regarding committing mistake \
and correctness of information.

In written communication, writer should have sound knowledge of language
regarding spelling and grammatical words.

In written communication, promptness helpsto win friends and influence customers.

In written communication, writer should avoid stereotyped, old rubber-stamp
expressions.

In written communication, rude, sarcastic and harsh language should be avoided
while writing letters.
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Advantages ol videoconlterencing

j 3
matter what time of Reach anyone you need to reach immediately, no

¥ involved. without anyone traveling long day it may be for anyone
™ =~~~ distances for the conference.

PowerPoint and other visual displays can be shared with everyone
attending the conference at the same time, giving the feel of
everyone being in one room and keeping everyone on task and
focused.
3.' Virtual whiteboards allow people from different locations to add in
" one collaborative space. This ideas into their own thoughts or
_— enables everyone to form a plan of action or collaborate on a design
“Sna .l orslogan instantly.
—-
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