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[0 O Your work in business will involve communication-a lot of it-becausecommunication is a major and essential
part Of Ihe work of businessC] [T [ Throughout a company workers send and receive informationd They
processinformation with computers] write messages(] fill out forms] give and receive ordersC] and talk over the
telephoned More specifically[] salespeople receive instrucld tions and information from the home office and send
back orders and weeklysummaries of their activities(] Executives use letters and telephone calls to initiatebusiness
with customers and other companies and respond to incoming lettersand callsC] Production supervisors receive
work or[J ders issue instructionsC] and submit production summaries.Research specialists receive problems to
investigate and later communicate their findings tomanagement(] Similar activities occur in every part ofthe
companyl] Everywhere workers receive and sendinformation as they conduct their work(J [J [J Oral
communication is a major part of this information flowl] SolJ too[] are various types of forms andrecords
provided by computersC] Yet another majorpart consists of various forms of written communication-letters

00 memorandumsC] and reportst] [0 O All of these forms of communications go on in business because
communication is essential to the organized effort involved in businesst] Communication enables human beings to
work together[ In a business[] it is the vehicle throughwhich management pertorms its basic functions

[J Managers direct through communication coorinate through communication and control through
communication.
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