MEENING

e

SOMMUNICALIONIIS, tAENRaSSING of information &
lpdeERstenainel iemrone person to another

LS the REReUS ::/5"'rf- of any organization
DErVeEdNiom ‘rri, [ atin word ‘communis’ which means
‘commERTWAICH signifies a common ground of

ur rlérsccmrlmg

Interechane € 0 tho ghts to bring about understanding
- & confidence fior good industrial relations

B More effective communication is, the more effective
& better the relation between the hierarchy

B Most administrators spend at least 75%-95% of their
time on communication to & fro




Sommunicationsis the exchange of facts,
dEaseplniensior emotions by two or more
PErSORS=NEWman & Summer

Commmis defined as the process of passing
& understanding from one
ranother. It Is essentially a bridge
- of meani etween people. By using this
bridge of meaning people can safely cross
the river of misunderstanding that
separates all people- Keith Davis




C_hankacteristic

- A
BNShE BWO WaN/APIOCESS
o]
e

=) coriElpl ]3!.19 prﬁtess
colllef mV]o Ve Various media of

- communicatior

.t r“-‘" at achieving the objectives

of the organisation

B |t dispels the misunderstanding
between people






SUPBSENGIRCOMMuUNnIcation

SONVEVING tRE HIGNT MEessage
Coordifation of efforts
PDevelepment of managerial skills
Good mdustrial relations

. Effectiveness, of policies



I GlallEy
 Of s]CJ:‘C],lc]C/’
. Of Integrat
. OF timelines:
® Pr. Of informality
B Pr, Of feedback
B Pr.of communication network




f sebhack for effective
Cation W

Frovielinle) constructive & useful
[lEedeEkaS ansolutely essential to
Pligenisationall effectiveness . It
taps vasic human needs to
Improve , to compete, to be
accurate & to motivate.

B Feedback could be + ve /- ve
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BUSIRESS Gommunication

s
-
COMmmL lrJJCcll‘lOﬂ Used to promote a product,

JELC Withrthe ebjective of making a sale

L ENCOMPESSES a nuge ody of' knowledge including
ngr/_ecmg, Bl glré‘.}]ng, Customer relation, Consumer
penavieliprAdvertising, Public relation, Media
relationy Corpora' e communication, Community
engagement;, Research & measurement , Reputation
management:, Interpersonal communlcatlon
Employee engagement, Online communication,
Event management, etc, etc.....

® Whatever form it takes , the objective remains the
same- to make a sale




| Jrormrmr on which feedback is
\ *“m may. be flawed

¥ no motlvagon



Vg EhlNERAGIFENECLIVE
corffrLifliczigion]

GEeakion

ENCoING







feEEsStiEs O effective feedback

PESEHpPUVEN oL eVallative,
AvVOldraccusations

FOCUS oRiyolIFewn reaction

SUQEESEHMeRE alternatives
Specity rather tham generalise

“ocus on behavior, not the person
Should not hur tEmebody s feelings
Well timed



IPorENCENG Effiective

W

CopnleriLirilcelEion]

moo"rh WOrking of | nterprise

'5 o) f J\/errlﬁﬂ al

sEnS(plannil g,organisation,directi
ontrel, cc r’o nation,motivation)

l'-Max . Production at minm. Cost
B Prompt decision & its Implementation




Wrgmg )
~ barriers’, Emc tior

" Selective Ef‘ , Filtering ,
Inf mat cr o erload

" Poor listening , Poor retention ,Goal
conflicts , Of‘fenswe style , Loss 0)Y
transm|SS|on

B |nsufficient period of adjustment




Copnd... . ... .

—_—

Polieness off manners
ElimiREten of noise
Clamiication off assumptions
Avoidance offambiguities

iSoc Sychological background of
communicators







Role of Il In
oIAAATEatIoNn

ne-Skype/ Voice-mail
josk-banks
"CB.T '

B Electronic Data Interchange / ATM
® BPO/KPO



Viewpne

PB)

T.V.
' Video projectior
| lior /EM

B Dicta phone
B Answering machine



IpPRIEERCE Ol &

I—l

EHOHIEHVIET]

c)

e Si
conomiecal » |
JUEHERrOT [DiIStance - Space
Basis Oireconomicall Growth
Sociall awareness
® [nternatior Wooperation
B Accuracy

B Quality



Listening

(€)
=
(s
(P
.?
CL

allple) S =l p'o"s]t function.A
isten]n'c ncreases efficiency
vels. It involves the body &
mmrl ‘,? ager should be a
,, -c d listener. One bad listener can
cause more harm in an
organisation than all the good
listeners.

Iy
U2

o

)
(—1-




90d listening

._l1

Friricioles o

:

kmﬂogﬂcalprocess

Psyc



Complexity




d listener
listener

(D

= Margina



Mrlrgmr] [Ste
Preconceived notions
Pretendec |#ning
Halo effect
nattentiveness




IJJJJJJ

L ORNIte

PEionNs




stract the speaker

B | [sten to not only words but
feelings also



JJJJJJJ

S%tiifa) time, to analize
Avoid thinking too much
. Donrt take teo many notes
® Avoid emotional barriers



AdVenRteges el good
R ) |
ImpReVeEs quality o ‘communication
ST dSFass\Ve a‘{iti"
Providestvaluable information
! Helps finding solutions
® Helps achie ing goals
® Builds cordial relations



-F-

WeysSsueNmprove listening

SOMIMIL tormprove

FOEUSTatEnton

mpreveraceliracy, ofi filterine

ConcEnate on rgﬂ-»em‘ bering
f]

. r\ool\ Lechi ]r]l g

> Talk less to liste
> Hold your temper

more



- ] :
ShicprF4aCommiunication
SWVORKST -'

- ".
Sommunication REetworks Is a system of
IOIMEOR, PIOCESSIT g.lIS( decision
makingrcenitres connected by some
coRiiguEatien off communication
channeélstint. Processing includes analysis,
rearfangement, storage & retrieval of inf.
The formal communication network in an
org. prescribes & limits the flow of inf.
Among organisational personnel.



KECOoONoOMy
HeR %o ganisational

rs_ :



eenElizea v/:":’ decentralized

IEWEEES

ANeENLralized ne"'tvvh one in
Whichicommunication among
JrOUPNMEMIENS IS restricted to a
[ew chiannels & most inf. Flows

- thru a central position

u Eg. Chain, gama , wheel



conitd....

_—

h

Imerdecentralized network ,more

chanpelsiare available for

commuRIcation among group

MEMIBELSI&: NO person has a

- Significant information advantage

® Eqg. Circle, Barred circle, All
channels



B~ N P — ~ T ¥
=EermaIN/sHniormal
T \)\ C ' |/:~
AL = EOrmal Channels
SINGIEChaiiin
WhEE!

Clrelylz)f



Coritc

~ o ~td 4 Jd A dd

h

f
SE = singlev/simuleple formal channels. A
orgicifcheRnelNmay ve single or multiple. A
SinglerchenneEl pres@‘.’r only one path of
commuication. lt1s easy to maintain, orderly
I nature & supports the authority.(ad, disad)
Viultiple channels provide a no. of
communication channels linking one position
with variot ot&r positions. (ad, disad)

=



contd...

S Elowreff cemm in formal
NELWBIReEOmMM 1N an org. is multi-
dimensienal.
DoWRWealle -
oward
® Horizontal
® Diagonal



)

g

peWRWeRdrcGmmunication

@ecUrs whenever s PEriors
NtmEtENNESsages to
SubeReinates. It includes direction,
instructior |& ctrination
Inspiration & evaluation. Both oral
& written media are used for
downward communication



NimlteEens eifdownward

colfrirritinlezlclon)

4

DEIENS
loo mitEly too less information
HICERNG >

" Distortion ¥

Built in resistance




-F-
Enecu\VENWNRWAIG

corrirritinlceitie)n]

AR oUrFcommunication
RemalinNRiormec
Useigii rwlr 0|
DEcentralize

;K t simple

]




~ -y
Viessages ilewing

SUlveRalRateS tor superiors usually
~ alen@ptne chain of command are
abelediupward commn

" Th primary fiunction of upward
commn Is te ebtain Inf. about the
activities, decisions & performance
of lower level personnel . It could
be both oral/ written

Qad



Lonta.....

UpWeharcomimnrusually deals with :

Wiiet subord]mat%ar@ c ohw?
UnNSeIVEMRVOIK Pronlems

SUGUESTIoNS oK Improvement
Howrstilberdinates feel about each

: other & their job?

B One survey showed that
organisatial#nembers found
upward commn to be the most
iImportant & satisfying on the job
Interaction




Mpohtence i lpward



o
il

Nimiteiens el Upward

-i. b
ction oir erriciency
EVETSUPENRIOrs

JJrorrlom >~
mpt COHFFHrﬂne|



VigidREREPWaRGEIcommn

f"r.r.f‘ T ‘\ ~

OEN EO0IF POIICY.
EMpPEEIEGHIST emmg
SUQGESTtIONNSEREME
Jrj—\vrmcg procedUnRe

Nort TnEsHermin "Jrr delay
Periodical reports

Committees '

Counseling
Social gatherings
Prompt action
Ombudsman



Congozirison

CAUA=LEC I o

\ ]@o\ynj BWEC J‘gr OHEN From higher to lower
APPEaIING & b Directive &
[RioKrmMative thoritative

" Fast

= Jo Implement plans

® Eg. Orders, notices,
circulars, instructions
etc...

grievances etc...



—

rlofizoritzll cenplnnln

FEENSIStS Ol IMESSages between
MEMIPENRS BIFaN Ordc nlsg'tlon with
equaifpewer: Iwis of 3 types;

" Intradepantme oblem solving
" |nterdepartmental problem solving
= Staff advice to line departments

B |t keeps every department informed of
the needs & activities of other depts.




-F-
PUPOSENRIoHZoONtal
"

ESie COOFCHHEJHO{']
PIORIEMISOIVING
Sharingiipiermation

ONRICE reselution

w

® Building rapport



ISE

Dizlejoniel £ efoss)

C ’ ‘

&

IS LEKES PIaCE WE ,rersons working

g aNOWEIgEVEINNTERaC vy.Iith those

rvvork]ng aterigher level across the

* limitsfoitheir repc ing relationships. It

has the foellewing advantages:

B Boosting morale

B Co-ordination

B Speedy action

® | imitations; resistence,anarchy,
violation of unity of command

Q)



)

ForalEll coinints

W

e [~

@V edte g ESst

Vigip2ins UNIE/ o con mand
remds [ONOENE( Jr‘ﬁ]- IC

| control or subordlnates

sematic, timely, orderly

= Supports e ecutive authority

B Helps fixing
responsibility/accoutability

B Maintains discipline




Pisizicl Vel pltele)as




RieEIEINCHENNE]S

AYiSe froml social network

Jrrrormal repres e i\%s are
,,,,, I age,seniority,

ompecemce

lal 'fl*'jctw ;

= Fulfillment oﬂgroup objective

® Maintaining & enhancing group life




-F-
FURCHORS Ot infiormal
i \WLC) | ¢

SONLHMING TemMal MESSages
EXPendiing »

EXPEUItngG o
8 Contradicting
= &II‘CU Wenting
B Supplementing




SlicPEVINE

h

il chaRnEIr oI c_c_ IS also

called @I pEVIine.”

Origiprdtinng ULS. civil war.
omm. exists outside the official
network :.-

® People are pl‘@sically close
together when communicating



Faejtl]f

Iremenadous capacity to carry
Igliegagleition] »

VIOV ESNESTE ”
Jsually penetrates the tightest
company: Security

B |s influential ( + /- )
B May be oral or written



—

MPBRENGCENGIFgliapevine

PIeVIGES ficedback about
Smpleye thelr work
Helpsrtennterpret formal orders

-

B Acts as Warning signals

B Reactions (+/-) are instantly known
about policy changes

B Can be used in case message has
to be circulated fast



Pisizicl Vel pltele)as

EStwhience chance of distortion is
v@ry glle)nl » |

BikeldErol confidential news like
C OIJ(“/ Matters or action taken

agalnst an e rployee

»




RUMEUrS

Gl PEVINE SElVestas a source of

fligploic)s |
\ESEaNECHISHOWS NG| 74 of Inf. In
[APEVIRENSIEC "

|t 1S the most undesirable feature of

3

g\v.

»

B Rumour Is product of interest &
ambiguity



PLEIESIVERdal / Non-

GC)=

OlalRcOMM. — SPOKEN comm.
r\rlvan'cages e
MIMEGIaEE T
imE Seviine
Economice
® Personal tou

® Flexibility
B Secrecy
® Group comm.Iis easy




PISeEVete@es; - oral
CIEELE H

FOOIMIELENTION

Nejgelee)fel »

Timercensuming(meetings)

= Misunderstandingc

= Cannot & o L ;d for lengthy
messages

® | ack of responsibility

B |mprecise




HOWEtENIIE ke Oral comm

e

o

Claliy
Srevity (avoid overloac
PECISION

RIGNE Woeas |
= Avoid'hackneyed phrases like-I see, you

KNOW....
® Understand th
® Natural voice
® Conviction

listener



Wigleta ) conelnn

REQUIIES ETMOKE
Whateverhas been written has
DECOMENERManent , unless
destl J/Hd
& most effective means of comm
® [s accurate & precise
® Time consuming
® Mostly is a one way channel

I|



ACVEREEEES

PRoVIG ds ,refer pes on which

mp. G iest ‘

_)llllflj e 're |egalldefience

‘omotes unifermity of policy for proper
g laelin es

@ Bqus Up the Image of the company
B |s accurate & ependable

B |s permanent

B Responsibility is fixed




Sinewen

h

SUdReiFURIManageanle utter of papers
limecopsuiming
costly R
neffectivelifnot managed properly

" Absence of mn ediate clarification

= Eg. Memos , reports, notices, proposals,

agenda, mlnutes letters, circulars,
brochures, leaflets , journals ,etc..



Congozirison
oalfEemmT /  written

& izl Forg
Felsit > i OW

Highlyafiexible Low flexibility
o record Permanent

= Economical High cost

" Immediate Delayed
feedback -or lengthy

B Suitable for short MESSaAgeESs

MEeSSages



SUSIRESS WIHEMNC

Hlenning(geRdeERage, education,inc
OME, oeElpation, knowledge, attitud
2S)

I Researcn

" Organizatior
5 composi |on'
B Design

B Revision / proofreading



RGllides gathering primary and

conadamalniormation that
UpPpPonts yOUIFPC tion

Primaiy/Aseuice contain new

| mation and statistics you

ally: create yourself

B Secondary source are compilations
of ideas of others that are already
published or available




Ploenization,Composition
-~ & ~C 1 . 4

o A -

OIgenization ISftner process of
glirenadineNRrermation and

- conneelon of different ideas to
oroduce altnified, coherent
message. Good organization helps
the writer as much as the reader in
delivering a message.




Lontd....

I
@OMPOSING a decument includes:
Creatingian openinge ‘
Deadne on a logical path
" [ntegraunRarevidence to support
- document’s core idea
® Openings must capture and hold

the attention of readers from the
first word




-/—\']:)WdrS DEIC ‘-.P\ Janatlons

= Rec Jests before a reason

" Summaries before details

B Conclusions before discussions

B General statements before specific



e

LContd... -

-

lHEbctVE organizational patterns - move

fromyspecificiideas to general

Direct organizational pattern - direct

- requestantormative

messages;positive correspondence
,persuasive messages

" ndirect organizational pattern-delay the

main point to later in the message ;

" Delivering bad news

" Preparing the reader to accept message
favorably




aUSE /errwr patter

— G
—
.lr




Fevuom diting
‘ s

. - "
s apprepriate words,
@f‘“ unicate your

}/mg ierF clarity’ and conciseness
= Eliminating all punctuation,
grammatical and spelling errors

B Checking the document for factual
errors



L)

| 2ICLS) aShe el ntation of the
Organizaon

= Useful n collecting dues from the
customer

® Clears complaints & misunderstandings of
the customer

B Used as a legal evidence in the Court of
Law



QUEIWESIGIFa*d00d letter

ConVeErsationalistyle ‘S
Clalrity af ¢zl |
fUglle gellziEo)g]

YOU — atutiiee

CoUurtesy: ’
Persuasion |

Sincerity.
Positive language
Due emphasis
Care for culture
Factful approach
Ethical standard




WEsyAGU =attitude

Wesattituede .

We havereceived your letter of
June, ISHEam happy to
EPOITRRRE . . . . . ... We have shipped
two cartons of chocolates.

" You - attitude

® Thank you for your letter of June,15.
You will be happy to learn...............
Your two cartons of chocolates have
been shipped....



wll

SV OUIREINIUSINESS letter

HE hiead adaress - usually it’s place is at
theseprecentredtincludes complete
name, address of the company with short
description of the business, tele no.,

IEIEC rrlornr" zlofe res@tc eg. Letter head

" Date - date |s,_wr|tten five spaces below
the heading in the right corner.
® British method - 20-3-2007

® American method - 3-20-2007/. In India we
use the British method



Lontd....

W

OUiverd ntmper=is usually written to
tReNenhanad JJrl ‘*}rr o |etter. This no.
S USed as a referen for?ihture

colrespendence. Eg - sales/593/2007

| Inside address @T&sts of the name
& address of %erson to whom the
letter is written. Is written below the
outward no. eg -

® The Deputy director,
= HM.T. Ltd.,
B Ajmer.




-

C.or) "

SUJEGE — T €l  the reader to
IO hjective of the letter. Eg-

shares

O Refere ce no. - It contains the
outward no. & the date of the letter
of the organization to whom the
letter Is being sent . Eg -
sales/12/2007/dated-10-3-2007



LContd...

-

Sellitetion: - it creaties positive
Mpactenithe' mind of the reader
= DeglgSiisRespected ladam ......

5 Jr// OIftHEN et ﬂr

= Opening paragraph
= Main comm @ation
® Closing paragraph




Lonta... -

nplementaryclose- should be very
IVENTEhAS to agree in tone with
JEation. Eg. Yours

ety yours, Yours faithfully

" Signaturer=is written below the
complementa y close . A business
letter without sign has no meaning.
Below the signature , the name is

written in full.
® Fnclosures

AR (]
@



p— o

VIEMEIE G LIS

r co "r]"' agelor ch as attend
|ess paper or change a current

They are I|tt|§ig_eces of paper which say
things like the desk of..”",”Reminder”’

t is an in-house business letter

t does not contain your sign

t helps members to communicate without
the need for time consuming meetings




Ea

PeIfES of ©ela apsipgle

logN(readensiname with job title)
Hiom'; (SEMGErS name Wﬂ;h job title)
' seiplete and current date)
t: (What the memo is all

= Body of the memo;( detail of the
memo)

B Attachments



fety Committee

As we agreed on 0" meeting of the environmental
impact committee, I am requesting agenda items and meeting
suggestions from each department.



IIENIBENVAGIFEITIE MEemMo

nhessedy of the me:«ssaa should be

smgle SpEEediwith double spacing

pEtWeEEHNal apmom

i Use .\\/'rli';e S,chr"-r errally

B |[nclude instructive topical
subheadings

® Use bullets

® Vary typographical elements like bold,
italics, capital, underline ,etc....




LContd...

-

e dY aveid writing 2-3 pages
Pir U nbroken tex’tb

I the pr blem

L Pr sed Ject and purpose
0 PIan of ac |\ﬁes and deadlines
® Fvaluation




ANEPORE IS 2N aEGEOUNL or

statements which describes an

opInIeRRGIFa Ssituation wWhich is

alWays anreutcome of observation

"t is e Iﬂ-lys prepared after a
thorough enguiry

" |n a report a specific problem is
discussed




IPESIo reports

Felctlelffdgens

Ol /S WIHGEEN| rEPOort

gogagizll / ]nfor@ﬁ]] aport
B Routine /'Special report
" Personal //impersonal report




C)re)zlnlZ

RGN EN/SHE
- time, pla

= Avoid| excess repetition of words
B Use impersonal writing style

B Be consistent in time viewpoint-
past/present



Select words, canefiully for best effect
Viembersefigroups should have
Clear reles
hey sheuldrplan, collect, interpret,
organize, assign, write , revise and
edit the report before final
presentation

B Groups often produce better reports
than individuals



IPOILENGENGIFEPOITLS

e
- ¥

DEGISIonNmMEkInGg

PEfORMaREE EVallatior

Venicle o ("om_n Unication

Vianagingrthe changes
" Reports are m: d@’or

" o enable preparation of budgets

® TJo determine the requirement of personnel

® To improve the quality of production

® To get the information of the market

® To know the causes of labour unrest, decline in
sale or other business problem

%




I PESIOINEPBYLS

covering mainly
SE make requests,
Information, suggest
J some matter to
tion 6ff authorities

" A schematic report - deals with a no.
or related topic, Is requested by a
senior management executive & Is
presented in a particular format
under specific headings



= Draft the réBb'Ft-introduction, body,
conclusion, recommendations, summary

B Editing - spellings+grammer, purpose
IS solved or not, check content,qualified
person to read



— Nl

| 0N the company

tation required

1 |s 'norf Engthy than a
memoranaun

® Does not mclﬁde the closing
address




Sl ole |

NewalndierMachine Jools LTD.,

18, Industriel EState,
OKiaNEWRIDEnI

1 Othr iy, 201017

To: All Heads, of Sections & Depts.
From: S.N.Gupta,Personnel Manager

Staff Punctuality and Attendance



SEHEINEWENEPOIL

[SAEien acconding to a speuﬁc format
ng

Uplelaig pl2z) e Ih%_ ‘o
lerms ojirelerence-purpose ofi the report

r\ccl@m telkEnNFa iles taken in preparing
| rlmr ~rlu"r Veries,observations,gathering

' Conc USIONS-W

B Recommendati
course of actions

r's opinions & assessment
S- suggestions for future




ReportionMoescow Garments Fair Sept-07
To:Mr. R.K. Smgn Vignaging Director
Frof :R.P.Shat ma,Overseas Marketing

Manager
”

Terms of Reference /Purpose

To set up stand at the Moscow Garments Fair and
to establish contacts & promote sales.




LContd...

e

Actiomtaken
ErENat wu uq. position was

| sed oréa ation of sales in
RuUssiam with Advertising and
- Promoetion Department.
- Discussed budget for entertainment
and expenses with Financial Director

Confirmed air and hotel reservations
for P.K.Verma and myself.

(‘I
euUSs
ar



LContd...

-

Aenoed withitrans A5|an carriers
fior- thercollection andi return
"rransogrccjmom 0) dlsplay goods.

Vermaramived in Moscow on /th
and checked into Hotel

”

L Se C) I"G
NIESER

* Arrived in Moscow myself on 12th
sept'07/




Cotdw.

InGings ,
OnRramiValrai=the exl iti@n hall in the
mommg 0)f) e "’rﬂ Sept, Verma discovered
that'Werhad, not 0eeN allocated our

SUal position. After discussions with
the Fair Orga izer,Mr. Viadimir, we
‘Were given our usual stand

*  Verma and | aftended the opening
cocktall party on the 14th,

*  Verma arranged a local contractor to
set up our stand



OPENING CErEMOEnY Wal performed by the
[=)p] Frrjrle MiRISter oni the 15t

mrnnrrl 20 theﬁstandard In

terature of the other Indian
envelope 4

. The Britighe} used striking colors & blocked
fabrics. Samples are in envelope 3

* You will note that our sales were up by 25%
on last year



i
j eriod is

2
o stand on the

c
e

8:”

erma and Il attended the closing
party on the 27,

* We both returned to New Delhi on
the 29th




Lonta..

-

ConGiyusions

Istweste fcoﬁfaging fair,
-especially/considering the Russian
nancialfpoesition at present

» |t justified our continued presence
and brought us a high reputation

* |t also brought us new contacts
worldwide



LContd...

Recommendations Y
Ty epIRIenattendance at such fairs
S al realflpest te sales, but we should
ncreasereulf attending staff

* An Incr N financial allocation
should nsideread

o

cdsStE
E
pe Co

L4

sign
R.P.Sharma
30th September,2007






FatIon for semet h g of

=i
gogisielarzitid) a
A Cors planttermerge hll‘ Someone

A aEVERWSING a@ency’ s proposal to promote a
- product
" A city’s proposal to induce a business
= They are usuz ritten or a combination of
both writte andélral

® They could be made internally -by one part
of business to the other

® They are usually futuristic

AVWPKES




LContd...

-

Ihesinplest proposal resemble a
ermal memordrﬂwr ‘

TS aniiRVitation o a request
The body Isidividec nder the

f OWINC |
lBackro ’
= Need
B Description of plan

® Particulars (cost,time schedule,
supplies needed etc...)




Benefits of proposal
ogielticlifle] forfwr'
Attypleelrusiness proposal has the
fellowing parts:

® Prefatory note

B Proposal
® The prefatory note creates a desire

for the proposal. It serves as a
covering letter.




OEWElIFRroal
90, ASRIFAIINRe2 A,
10,

Mr R.D.Kapoor,
General Manager,
AARVEE Consultants,
Hauz Khas, New Delhi.




Lontd..

DEaIgVIiIKa P oI

1
IIRISHS Wit refergnce‘g our m‘eeting
iegardinegiimprevement in your filing
system.\Werare convinced that the ultimate
answer to your problem lies in the
conversion by your firm from drawer files to
Storewell Filing System.Experience shows
that Storewell Filing System increases filing

efficiency upto at least 40%.




Lontd.. .

il

| cammH/ OISENRVEM 2 on the fourth
floes i Voo ﬂce | rl nd that a lot of

thie OhiiCEraeans Peing Wasf%d for the

- drawensmour: '"j:, 2m not only saves space

out alsorinereases efficiency in locating and

puttingl Packesh es -

The enclosed S explains the advantages
of SES and' cani look into the other firms that
have achieved 40% -50% Increased
efficiency.

You could kindly call me for further
assistance.

=
@

~

St



Welrrrl reelzlfels)

YOUIST SIRCEREIY,

Co-ordinator
Tel-76624687



HOPOSE

1[0); |
MRS DIKEPORIgEEREREINVIanager,
KAARVEE CONSUISANTS.

=

=

OIf CONVErSsientersterewell iling system
_ i |

EffiE-iency factors orf:Storewell Filing System

The storewell filing s#em differs from shelf and

drawer filing In many respects.The efficiency factors
are as follows:

* Files are put in container, not a drawer or a shelf.The
unit box is 5" wide which is required in lateral filing.




Lontd..

ect makes
cate.

0
eaﬁ;dvantage of
nsumption is little

Advantage of Storewell Filing System

- The stair-step effect allows folders/files
to be readily identifiable, removed and
replaced with least effort



n A pe removed from
tne

\/]:':Jomty ‘5 advantage of this
'“ysfarn

iency in filing saves man-hours
and money »

We get more filing space in lesser
area




Lontd..

=COrlOrflY
e storewell rJJlTnLJ *"rm IS much
lesspexfpensive. Each unit costs
........ ne L‘ﬂ/, of all expenses.
money. thus saved can be
proﬁtab y Used to provide other

facilities for the office.



C)fflca orelar

INEVAEENMEGNTE Lo communicate matters
f2lcldlgle) o)

GIVingl CERtalfrrgnt

WitherewWingiEehts

IMposing restictions

aking transfiers/postings

® Granting increment/promotions
B They can be issued only by superiors, hence
IS an example of downward communication

® They should be very precise



ScimpIEslensier Order

Allled Vieters LIFD.,
New Dell=11T0001.
RET:07/59/Admin Date:15-10-07

‘ orae

Mr. PK.Iripathi has been transferred to the personnel
department. He shall report to the Personnel Manager
latest by 18th October, 2007 after handing over charge of
his duties to the Superintendent (Admin).

cc Accounts Officer, sign
Cc Supdt(Admin) B.Prasad
(Administrative officer)



Profriocien efels

Harsha Paints & Chemicals LTD.,

Jelrn =110 i/

Dated:15-10-07
O'fﬁce Oraer

nior Accountant is promoted with
S Assistant Accounts Officer. He
aRs 6000 in the scale of

Cc Sri Ashok Kumar, sign
Accounts Officer P.Dutta
Manager(Personnel)



W

nerally brief, precise
Ve pieces off writing
a0 They are used to disseminate

information like change in working
hours,meetings , celebrations etc..



Senole Clretiz)g

HIRAIVIOLOKS
NEw, Delh]—llOOl-i
]

Circular No | | date:04-10-07

c one ted to strictly adhere to the
timing iksheop.tendency to move around
Unneces ]m corridors and canteen would be
viewed r -Jsly,
Cooperation of & m@ees is solicited in maintaining
decorum and discipline.

=
=

sign
R.K.Singh
Manager Personnel



Ea

OThcernotices

- y -
Iheyaare small pieces of
iermeweprusually exchanged
PELWEEH WO diffierent
depa CIENTS
JTThus they are examples of
horizontal / lateral commn.

dThe l[ayout of a notice may vary
from company to company



-F-

Selfrlole gf ) Neje

Prime Electricals LTD.

Dated : 14.1.07

.
ieidng fior the year ending 31.3.07

The stock taking fieiFelosing the accounts for the year ending
31.3.07 will'begin'on 30.1.07. All departments may be advised
to draw their requirements latest by 29.1.07. Also there will be
no supplies to customers firom stores on 30th and 31st March,07.

sign
P.K.Gupta

Stores Department



ACERUE

Se A oRE - agen@l lm’
M,cmy— rrnng: to be done
Y IS in charge of preparing

A~ ~td

m | S t APers to come
p}repa ed fior the meting

B [tems not mentioned in the agenda
are usually not allowed to be taken up



SEIMPIESVACENGC

Glijoica) Fal Aternational
Gllpar s o el Colony,New
Pelni

Aboard meetin!will take place in the
Board Room of Gupta House on 29th
March,07 at 10 a.m.



RDAS

REeadinNG ortENmInUE the'previous meeting
Viaitterst ansing

DiScuSSIonNEIMPIVISIoNal REPOrts

ARy matterWith tiiespermission of the chair
Date of next meewna

Prem Gupta

Secretary
Mr. O.P.Nigam(Personnel Manager)
Mr. S.K.Deo (Director,Sales)

Mr. T. James (Director,Marketing)



.| y -
the official record of the

L the [ J)ro,wu the meeting

® Since all dec]sw"r']f are taken in the Board
Meetingl,IFIsfvery important to keep a
record of what transpires in them

® They telllus systematically when & where a
meeting was called, who chaired the
meeting, who attended & also who did not
attend



Copnrcl,

W

mesninuLEe e abo a dependable
feeojfel o)f p fperson’s remark
T coniigns 1 ninutes of the

- previotusimeeting

" |t discloses e action taken on the
items ofi the previous meeting

B |t states the date & time of the
next meeting



ScifelE

N at the Managers

Mimubes o)
r onfierence room at 4

WEEKINNI
LI On L

alirman

Kesha Hr* Kash
Suresh Wadhere '

Finance Manager
Marketing Manager

Satya Prakash Technical Director
P.T.George Manager ,Public
Relations

T.K.Usha Company Secretary



Lontd..

MEMBEMABSENT

K.P.Singnh SEJes Mianager
Deeoakja]m roduct Manager
J * | |

DEeciSions
J w MINUCES GIFtNEMIEELIN Alrl on 3rd January,2007 were
approved

* The AnnualfShareholder’s Meeting will'be held on 25t
September;, 2007

* Keshav Prakash willfget the Annual Accounts finalised and
present the balance sheet at the February 3« managers meeting

* T.K.Usha to circulate request to all Departmental Heads for items
to be included in the Annual Report

* Suresh Wadhera and Satya Prakash to represent the conpany at
the FICCI meeting in September



ARUa T Eet ng of Sales
pteEvertorne neld on 6th
c 2007, »

Tme nexismeeting will be held on 18th
January;,Z00y:

3me to a close at 5 p.m.
Submitted by
T.K.Usha
Member Secretary



- |
g

gppeIntment

T
PPoIntMERnt with words

vor}/ SXPECLE T n%the appointee

and time of reporting to work and
of the person to whom to report

! ENTIONSIWHELREN the @pomtment IS
probationary/temporary/permanent

® Mentions th ry ,allowances,perquisites and
other benefi

B Request the appointee to convey his acceptance

B Expresses the hope that the appointee will have
a pleasant time with the firm




Szl ole.

7t Sept,2007

Dear Mr. Sethi,

With reference to your application dated 25 August,2007 and subsequent interview
on 5t September,2007, we are pleased to offer you the post of Accounts officer
in our Head office at Noida, Delhi.

Your basic pay will be in the scale of Rs. 7000-500-2-700-10000.You will also be
entitled to Dearness Allowance , House Rent Allowance,Conveyance Allowance
and Canteen Subsidy as per the company’s rules as applicable from time to time.



YOU EErElIgIvIENtONOINFENE Company: s [dent Fund from the
dateRoiaPpoIntmentane company’s subscription will be
570, Oif LIE BESIEN9al/! b

Plerpv mrorm /our rlccwcdmw [m

\Jo]rla, Deliien ok befrg September, 2007 at 10:30

Wet o0k fa rward toia happy association with you.

Yours truly,
Sign

T.5.Chawla
General Manager



dSS

BEe a large number of customers

rrJdJr lIMNSIEO primarily convey some
nfermationiike

" Introducing a new product
. Opening a new outlet/shop
® Change of address/tel nos.
B Seasonal discounts

B |ncrease In prices

B Announcing some schemes



Sl ole

BATRA CLINIC,
KAROILL BAGIH,

INEVWSDELHIL
ﬂ Date:14-10-07

DEAIF IVIIE/IVIS?
Yourwillfbepaleeite kinow: thatt werhave opened a full fledged Body Clinic

forF oURValted clients at 10 Mar arani Bagh,New Delhi-14
Our Body Clinic'is equ ipp“o Lo deliver the very best of your Beauty

and Grooming reguirements.Ours IS the only place for you and your
amily ter avail all'selutions for any medical, fitness, and beauty

related problems.

Please pay us a visit
packages.

Warm regards.

Yours faithfully,

as we also have some attractive discount



Scinele

SRIRAMICE

date:14-10-07

376778/8763870/3527890

Kindly ensure that all your future correspondence is directed to the above address.
Warm regards.
Yours faithfully,



)] tter

Averplepared to rJ"r"r’rar*' the customer

Ihey havespecializ i@formatlon
'€garaing afproduc /se

NEY akelcreative In nature

® They 1ollow the AIDA strategy:

m Attention

" |[nterest "

B Desire

m Action
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REUStemeEr: | |

[STEXGIUHIG NEWS 'Fo%ou: ‘

Clegnine,Risinfecting and Deproteinising
Justtererseittion for all your needs

Bausch & LLomb introduces yet another
international breakthrough in contact lens care.
Yes! Renu Multiplus, the world ‘s first and the only
multipurpose lens care solution that cleans,
disinfects and deproteinises all in one go is now
available in India. Now lens wearers can feel the
freshness everyday with only one solution.




2 ENEIOSEd rochurre explains the overwhelming
IWECEESI O NEWRE em_u,ol,b, t also explains how
EWIlIRERO take care of your lenses from

YOUrS, SIncerely .
T. Nagpal '
Marketing Officer

P.S. Do remember that the special introductory offer
on Renu Multiplus is valid only till stocks last.
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