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• INTRODUCTION 

• COMMON FORMS OF WRITTEN COMMUNICATION 

• ADVANTAGES OF WRITTEN COMMUNICATION 

• DISADVANTAGES OF WRITTEN COMMUNICATION 

• TYPES OF COMMUNICATION IN BUSINESS WRITING 

• EFFECTIVE WRITTEN COMMUNICATION 
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• A form of Verbal Communication 

• Written communication is anything that uses  

words and language in print or written to convey  

 a message. 

• The most common form of business  

 communication 

• Writing is critically important to the modern  

 organization because it serves as the major  

 source of documentation 

• Is influenced by the vocabulary & grammar used,  

 writing style, precision and clarity of the language used 

• Efficient reading skills is necessary when a written 

communication channel is used.  
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Basis  Written communication 

Record  It always has permanent record 

Cost  Written communication is high cost 

Feedback  Written communication takes time to give feedback 

Flexibility  Written communication is rigid or inflexible 

Time taken Written communication takes more time to prepare and transmit message 

Reliability Written communication is most reliable 

Legality  Written communication is legal evidence 

Distortion  Written communication is not possibility or distortion 

Effectiveness Written communication is not effective as oral communication 

Significance  Most significant in all type of organizational context 

Relationship  Written communication establishes indirect relationship between parties 

Formality  It maintains formal communication relationship forms 
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Letters 

Memos 

Press Releases 

Websites 

Reports E-mails 

Blogs 

Bulletins 

Journals 

Essays 

Brochures Pamphlets Questionnaires 

Circulars 

Social Media Postings 
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E-mail 

Website  Memorandu

m 

Letter  

Repor

t  
A message transmitted 

electronically over a 

computer network 

most often connected 

by cable, telephone 

lines or satellites 

A source of 

information 

accessed via the 

Internet 

A message sent to 

someone within 

the same 

organization 

A message sent to 

someone outside 

the organization 

An orderly and 

objective 

presentation of 

information that 

assists in decision 

making or problem 

solving 
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effectiveness 

Permanent Record 

Wide access 

Acceptability  

Easily Understanding 

Authoritative Document 

Reduction of Risk 

Less Possibility of Distortion 

Alternative Method 

Delegation of Authority 

Effective Control 

Personal Image 
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Expensive  

Time 

consuming  

Delay in 

response 

Useless 

for 

illiterate 

person 

Cost in 

record 

keeping 

Lack of 

flexibility 

Difficult to 

maintain 

secrecy 

Delay in 

decision 

making 

Complex 

words 

Lack of 

direct 

relation 
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Results-oriented 

Communication 

Informational  

Communication 
Persuasive  

Communication 

Negative 

Communication 
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THANK YOU 
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