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“It is a two way process of exchanging information and ideas from the sender to the receiver with the message being understood as intended by the sender”
                                                                    OR
 “Any act by which one person gives to or receives from another person, information about that person's needs, desires, perceptions, knowledge, or affective states”
BUSINESS   COMMUNICATION       FOR        IPCC-G1
Communication is relevant to all the function of management. However, it is particularly important for the directing function because all other elements of directing become possible only when there is adequate communication.
MEANING OF COMMUNICATION
The term communication is derived from the Latin word communis which means common. Therefore work communication may be defined as exchange of facts ideas, opinions or emotions between two or more persons to create mutual understanding. It is a process by which two or more persons exchange ideas and by which two or more persons exchange ideas and information among themselves .Some popular definitions of communication are given below.
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Communication is the process of  passing information  and understanding  from  one person  to another, it is essentially a bridge  of meaning between people By using  the bridge of meaning  a person come  safely  cross the  river of misunderstanding.                                                                                                                                               Keith Davis
 Communication is the sum of all the things one person does when he wants to create understanding in the minds of another. It involves a systematic and continuous process of telling listening and understanding.                                                                          Louis A. Allen 

Communication is an exchange of facts ideas opinions or emotions by two or more persons.       William Newman

Communication is a process by which people create and share information with one another is order to reach common understanding.                                                                                                                                    Rogers





2.Role of communication
Communication is a managerial skill, which is essential for effective leading & motivation of people at work. The importance of effective communication system increases with increase in size of business, growing competition & advancement in technology.
· Better planning: communication improves the quality of planning. The management can receive suggestions & comments from subordinates. The entire plan will fail if the information regarding latest market developments is not available to the planners.
· Brings co-ordination: Top management communicate its policies, objectives, programmes.etc to the lower levels & in turn receives reactions, suggestions. Group meetings as a means of coordination, involve exchange of ideas & knowledge & transfer of information.
· Helps in decision making: It may not possible for management to consider all pros & cons before making decision. Helps to management to come closer to subordinates & able to identify the problem  & take appropriate decisions.
· Facilitates management: It is important in executing the plans & then controlling the activities with the help of feedback information.
· Rapport with employees: Helps the manager to convey his views, ideas, decisions, suggestions & feelings to the employees. It builds the atmosphere of mutual trust & confidence & management is able to lead guide employees effectively. 
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