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INTRODUCTION 

In your academic environment, you encounter various situ­
ations involving speech or writing: conversation with your 
friends, professors, or office staff to achieve various purposes; 
seminars, group discussions, written tests, and examinations; 
and laboratory or project report submissions on diverse topics. 
Likewise, when you take up a profession after completing your 
studies, you will have to interact with your superiors and 
subordinates, conversing with them face to face or oYer the 
telephone, and read and write e-mails, letters, reports, and 
proposals. 

All these activities have a common denominator-the 
sharing ef information. For example, when you request your 
professor to explain a concept which you could not understand 
very well in the class, you transmit the information to him 
that you need some clarification. Now, the professor recei,·es 
this information, understands it and responds by giying an 
explanation which clears your doubt. If you are satisfied \\ith 
this explanation, you thank the professor and the communi­
cation comes to an end. If you are still in doubt, you once 
again request clarificarion, and the process continues. This 
process invohing the transmission and intt'rchange of ideas, 
fans , fedi11g-s, or courses of action is known as the proctss of 
11111,1111111i111tion. Yuu gin~, get, or sh,-trt' information , .. ith others 
during this process. \ \ 'ht'ther you communicate orally or in 
writing, this process t'Ssentiaily remains the same. 
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Communication can 
be deftned BS the 
exchange of 
mformat,on, ideas, 
and knowledge 
between sender and 
receiver through an 
accepted code of 
symbols. 

n1mmunin1te e ... an o 
·\II 'h,· .,rU\'lllr• · rnu 
Tiu· hc•nc·r your ro~ 

11 •vt"r skilful 
pn1~1't'!\."· oWt • saJ11 . d a11izauon, 
1houghts. an org n excell 

Possess a 
though you may . if you are not 

. • intef'\1eW 
,irwnous in an bl You rnaY 

·d f the ta e. 
on the other 51 e O all h .,e excelle . ener y a:v 
of their profession g f ccess. . . h ladder o su 
their rapid nse up t e I it pla'111 . . and what roe ·1-
rommumcauon process 

THE PROCESS OF coMMUNI 
The word communication has its root in the Latia; 
w share, and this sharing is of information, kno 
information, you require two parties, the sender 
communication cannot take place. However, it is 
there should also be cooperation and unders 
have a mutually accepted code of signals 
communication can be defined as the exchange 
ledge between sender and receiver through an 
termed. effective only when the receiver re ~ 

sender m the same perspective. Otherwise it is 

The Communication Cycle 
Consider the comm . . 

urucauon process as shown in, 

Communication environment 

■ receiver channel 

Figure I.I: 
'1'1-1~. Pk()( 

-1.\\ ( j~ ( ' 

A H,IM lJN J< 'A'J• . h>N 

Feedback 



Basics of Technical Communication l 

I lw ""drr •·111111ln tllf' "'"'".!~' and s,·rHls it through a rlwn11,l. 1hi5 chann,l is 
n, ,tl,11,s: llfll fl,( /11111~11,1gr /Hrd words, al't io11s, sig11 s, ohj,-ct '!, or a combination of 
tl1n1· ·1 tw rr,m ·rr IT( 1·iv1·s tlw 11wss.1g1·, cl<'cocl,·s it , and acts on it. If the message 
rl'I t' l\l'll ,, tlw ,,111w as tlw 11w,;sagf' Sf' llt , tlwrr will be a rrsponsc; if not, there has 
IMTII a li11·,1kd11w11 of< ommu11icatio11. This may happrn hccau '>e of 'noi~'. The 
fC',1 <11111 , for 11oi,c production have brcn clisrussed in detail in the latter part of this 

""' '""'· 
'/ hr lrrm1mrn11m of tlll' r,r,wrr j mpomt to the smdrr is called feedback. feedback is 

r~ ... ,·11ti;il <1 '! it is a harnrn,·t,·r of effective communication. If you are sending a 
mn,,H{<' to !l<imd,od>; your communication cyde is complete only when you get 
a n ·,p•m c;r from th,· rnipicnt of your message. Otherwise, you need to resend the 
mr,,aw·. < )I c our'!<:, t>vrn if you receive a response, it may or may not be the one 
y,,u had •·x1wn,·d. Hut once you receive some response, you know that you have 
c omrnunic at<-d your mcssage to the other party successfully. For example, you put 
up a nr,tic c asking the members of your student council to attend a meeting on a 
'J"'' ifi,-d dtttt·, at a particular time, at the location mentioned. On the day of the 
rrw1·ti11 g, y<>1J finrl that some of them have come while the others have not turned 
up. J n this < a, c you have obtained both the positive and negative responses to 
your rnc· <,<,agc· . But since you have got some feedback, the communication process 
i" ( 1m1plf'tc. AJ <,cJ, it has been effective, at least from your side. I fence, to understand 
wlwdl('r yCJu have communicated successfully or not, you must get feedback which 
i.c, y, ,ur obv· rvation of the recipient 's response. Your communication is fully effccti\'e 
<J1ily wlwn you gc-t the desired response from the receiver. 

C<Jrnmunication takes place in a well-defined set-up. This is called the commum­

catwn miimr1mmt. :\ classroom is the communication environment when a teacher 
cklivers lcuures to students. A teacher's cubicle becomes the communication 
r11v1r<mme 11 t when a student privately approaches the teacher . 

.\1'-.,-,ag,·s therm d ves are transferred through a medium, the channd In oral 
c 'JUHflUJ1ic.ati<>n , the air or ct:lephone ¼ires are commonly usc-<l channels. Languagr 
i-s tlw lf>'>l we w,c thrnugh the..,e channels to exchauge informa tio n. 
Ju IHJI f, tlw t11mlwil of effn tiue commufliw tion are: 
• A , 11rrJ11t<Hl , <1r rm1u 11 ication t' 11vinJ11me11t 

• ( , ,.,..>J>'"t::tlt<Jfl lwtw1·n1 tli e s1·11d1·r a 11d tilt' n :n·ivt-r 

• ',1 I,, 111m ,,I iill tt pp111pr1a t(· ( lt a111wl 
• ( ,1,111, I ,.,,, ,,d111g a w l 1k c o d i11 g of tl w 1111 ·-..-.., tgt· 
• J,,.,. 11,r 1,f 11,, d, -..11,·d rnpu11 w ,u u l ln·dl, ,11 I. 

Nohe 

\\'Ii, 11 ; 1,u, 1,1111111i1111 ,111· ;,,u ,lt-~11,· tls,ll tlw 1111 ".1g1· 1n 1·1\nl ~t.uu ld 1,r tht' sa111t" 

,n ti,,. 1111 , , ,1v 1 •.1· 111. Hut ) IHI 1111~•,l,t IIIJII( , . 1li.1t t111~ I~ llll l , tl \\, l >S th t' C,ISl'. 

044 4 , 
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Noise is defined as 
any unplanned 
interference in the 
communication 
environment. which 
causes hindrance in 
the transmission of 
the message. 

. . d the presence of noise. Noise is defined as fl19 
Sometimes, th is is _ue _to . t which causes hindrance in Ike tri 

. I ommumcatzon environmen ' 
ftrence 111 1 ie c . t · the decoding part of the co 

Noise distorts znterpreta wn or message. 

process · r-'h l · · · . · b I ifi d as channel and semantic. v, anne noue 'tS ~ tnkrfi Noise can e c ass ie .. 
• .r I d' used to send a message. Familiar examples of channel mechanics !!J t 1e me zum 

di · d t c:aulty background noise in telephone lines, or too high a stort1on ue o 1• ' 

or pitch from loudspeakers. In written communication, illegible handwriting 
be termed as channel noise. 

Whereas channel noise develops externally, semantic noise is generaled • 
resulting .from errors in the message itse!f. It may be because of the connotative 
of a word allowing the meaning to be interpreted differently by the sender 
the receiver. For example, the word 'condescend' may be used in a positive 

implying graciousness or digni!J ef manner, but the receiver might interpret it it 
negative manner, related to a (baseless) assumption of superioriry. Other exampJa 
semantic noise are ambiguous sentence structure, faulty grammar, · 
and incorrect punctuation. 

General and Technical Communication 

Communication is import t nl . 
eve d 1:c: . an not O Y In an organization but also in daily life.& 

ry ay ue, you will find that . . 
part of daily activity Wh commumcation occurs everywhere. It is an intep 
sound and urges yo~ t en yofur alarm clock goes off, it is communication througl 

. ge auto bed Wh . 
while brushing your te th . . b · en you use a particular brand of toothpd 
d e ' It Is ecause of th . f . a vertising or its sal , . e impact o the company's pers-

esman s spiel b h b · 
You watch the morn· ' ot emg effective forms of communicarlot 
f: . mg news on TV . . 
ar:r1ily as you leave home- this i --commumcation. You say goodbye to 'f'J' 

dnver to head for you ffi s communication. You call for a cab and tell~ 
act· · · r O ice- this · ,J 

IVJt1es revolve around . is communication. At your work place, 
tell yo b commumcati b · 

r---;-:----'.r-~ -u- a=,out your inc on, e it oral or written Your boss callst: rement- this is . . . 

J

IIA commumcat1on again. At the end of rJic 

[?,_, L ~ 
~ 

tf'-t: 

Communicat · --J · 
ion in everyday lite --

No set~ Mosllyoral 
Notalways 
Doesn't~ 

Language 
combination 
to commun· 
Ideas in a 
way.By~ 
word order in i 

ssntence, you 
change its me 
and811911mak• 
meaningless. 
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d n,y. you rt't11rn hrnrn· and read the 11<"wspapcr- lhis is com rn u11 ica tion_on_cc mo~c. 

Finally, you rl' tin: to b(·d a11cl cln·a rn - this is a lso co11m1u11ic-a tion , tlus tnne with 

yourst'II '. Ml'ssagt's thal arl' no11- tt'chnical o r i11liirmal i11 11a t11 rc a rc cat<'gorizcd as 

g,t' tll'ral purpose comrnu11icatio11 , whereas messages p e rta ining to technical, 

industrial , or husinl'ss rnalt(TS llC'lo11g to lite catq~ory o f technical o r business 

n m11111111ication , Tahk 1.1 shows lhc c.lilli·rcnrcs be twee n lhc two categories. 

Table 1.1 : C IIARAC:TEIUSTl<:S OF GENERAL AND TEc:IINIC:/\ 1. C oMMllNIC:/\TION 

General communication Technical communication 

• Contains a general message • Contains a technical message 

• Informal in style and approach • Mostly formal 

• No set pattern of communication • Follows a set pattern 

• Mostly oral • Both oral and written 

• Not always for a specific audience • Always for a specific audience 

• Doesn't involve the use of technical vocabulary or graphics, etc. • Frequently involves jargon, graphics, etc. 

Language employs a 
combination of words 
to communicate 
ideas in a meaningful 
way. By changing the 
word order in a 
sentence, you can 
change its meaning, 
and even make it 
meaningless. 

LANGUAGE AS A TOOL OF COMMUNICATION 

1t is a well -eslablished fact lhat effective communicatio n is m ade poss ible with th e 

help of language. You do nol have to be a lingu ist in o rder to acquire good la nguage 

ski ll s. H owever, a basic knowledge of the theory of la nguage will certainly help 

you lo understand the intricacies of wri ting and speaking clearly. So let us look at 

some of lhe basic features of language. 

W hen you try lo defi ne language, the first th ing that comes to mind is words. 

Language employs a combination of words to communicate ideas in a meaningful 

way. By changing the word order in a sentence, you can change its meaning, and 

,even make it meaningless. 

How did words acquire their meanings? What, for example, is the connect ion 

between a wooden p lank balanced on four legs and the word ' table '? The answer 

is that there is no obvious correlat ion between the symbol and its meaning as 

language is arbitrary. W hen language first came into being, a community of pe~ple 

agreed lO represent a certain object or idea by a specific sound or symbol. In the 

wry first words, there may have LH-cn some correlation between the sp11bol and 

the: sc·11sc- thc·y may have been onor11aH>pocic. A fl'w such words that still persist 

in tl1c English language arc huz:::., driz:.de, and murmur. 111 fact most words evoke 

< 1·11airr meanings lwrnuse p1·oplt- liave ag rl'ed lhat tht· symbols (words) t't'prcsent 

~,w, ilic 11H',llli11gs. Thus la11g11.igl' is dinTtly dq)e11dcnt 0 11 pt'opk and c.uinot 

•·x i~, in i),tJ latio11 , It arns1· out of' thl' l111111a11 IHTd to cm11111u11icatc. Primitive man 

< •11111111111ic a11·<! 011ly wi1l1 sign languag1· a11d nil's, l\ l11d1 l,tl t'r, as htun, 111 l>t'ings 

lw< a 11w lf)(Jll ' IIJ(('fd( ·pn1d1•11( .ind n1111pl1 ·x, la11gu,tgl' C llllt' into l>l'i11g. or course 

tlu,11gh it i~ ac c q111 ·d tl1.1t la11g11.tg\' i, 1111 iV1'1s. d, it c.11111111 lie <kuie<l that it is a ls~ 

.. -



6 T1•1 hruc.11 ('i ,111111111111·.Hrt'll 

Do)Qlknowhow 
fie tneaning of 'nice ' 
haa Changec, over 
hc#ictreds Of years? 
Toaay 'n;ce• is IJS9(J 
lo describe 
~a, '(JOo(j• 
,,, an abstrac, IVay 
ha Latm roo, •~re' 
mean, 'robe 
"1"<>ranr, anc, in 
thirteenth cenru 
English it ('__;:,,.,._ ry 

· --•"' to mean 'f<>o/ish 
stup;a•. ' 

.. .. 1 1 \\ 'ft<'II \ ·o 11 11s<' it , you n·flrct your1)('rsonaJity . ,·· 11 1'1cllldt\11 11 ,1 . ; '11d :- /l!'\ 1 II I 

Characteristics of Language 

. . .· I· . hPw 1; 111 11·11ag·<· opnatcs. Wh<·n you think of any n.... J ,<'I l1' ll<'\l I olllSII < I ~ • , , , • ""'\ f 
11 , • .1 . •. ' ()Ill<' 10 )'Our 111111d. h>r 111sta11n~ wll('n you thmkof\tn,,_t lllllll<'l'. l l I Jill 1111 S l . , • • / "llf'e 

I (. ti ) II ,·ou rcnll f11c a11dw11<·c s <'XJ>r<'ss1011s, the d1mJy lit ron... i. 111\ I pn'Sl'll ,I I • . ' -v••~• 
pndi111111, .111d yn11r P \\ '11 tHT\ '<~11s11css. . • 

All ,,r us ran)' sur h iuwg-.·s m our 11u11ds. A11d lh,·sc memones of our~ 

, ha P<' 0 u r id.-," ,md i u 11111 ·11< ·,· m n· I hough Is and actions. If you experience ,_ 
1hiug- II<'\\', )'Ou alter your vi<'wpoi111. Individuality is the sum of all thcs, ln,,i 
<'xpcrirnrrs. T his is the re.1son people have varied viewpoints. 

Prnpl,· use langtlitg-r lo g ive shape lo their experiences. Since languag, iu 
1·xar1, 111a 11y a time it leads to misunderstandings. Being aware of the basiccb, 
artrris1ics of langu age ran hrlp us understand this better and communicat,,,_ 
dfrr tivdy. 

A"cnrdiug to I he ideas put forwa rd by eminent linguists such as Noam Chomtl 
and Frrdinand de Saussure, language is: 
• a rtifi c: ia l 

• restricted 

• abstract 

• arbitrary 

• creative 

• redunda nt 

• recursive 

Language is Artificial 

Language is created by eo I I , . · els • 
P

eopl I · P P e. t doesn t exist in isolation or outside the nun e. t IS created by hum . 'cull 
thought or th· an as they need It. Every -!)'mbol is attached to a partJ I mg, called a referent. 

. .et us take the Word \\.IDS, . . . . ed ~ 
this contao-·10 d' ' which did not exist until people were mfect o · us isease T h u"" 
8 u11l,is is 1101 aJ · . e process of how this word was created is easy IO f. ways Possible Fo · · •hadr 
'

1 

rn,• ,miw,, c . . · r ll1Slance, the word 'nice' has changed its s . " >VI r a Jl<' flod f . rfJI' 1

' t}H. faq ll}q 1 . 
0 

tinle. Irrespective of the e tyn10logy, more imPo 
. ' we s1•l1·n a ' . -~ 

<lu,.,.., availo1l, J, .. A : Word for Use in a particnlar way from the Juni 
,111d · . . -~ 

11
'll< d bdon • ti , . , ·. . . . • 1Jlb" 

" ' '"'''"""~ I I ·, " 
1 
c " no org,uuc mnm•ctmn between a SJ ,; thr~e . . '1J11a 11s a l( ,1d1 II .. . d JJJOCJI' 

· n,,·,.111111,s . . . . 
11 •111 111g-s to words as they need to an • '· . · - . ,., . ,u c <1rd111 g- t ·I . c P 

"""'"al '. " <-
1
a ug111g llt"t'd s. This is why we say languag 
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Basics of Technical Communication 1 

LsLDguage is Restricted 

\\ lwn we think and translate our thoughts into language, some meaning is lost in 
the process. No symbol or word can transmit the exact reality. That is one reason 

you sometimes find yourself saying that you cannot find words to express your 

feelings. This is because language is restricted. In other words, it has limitations. 
Think of your alma mater. \\'hen you were in school, the building was new 

and modern. You called it 'your school'. After many years, it now looks antediluvian 

and dilapidated. You still call it 'your school'. Are not the same words being used 

to describe the building in its different states? If you want to give a more specific 

description, you have to supplement your words with other kinds of symbols or 

perhaps more words. 

To overcome this limiting quality of language, people enliven their words \.vith 

non-verbal cues to explain things better. 

Language is only a sketch of the apparent and obvious. While communicating, 

we must keep two things in mind: 

1. We must avoid mistaking a changed reality for an unaltered one because of 

unchanged language. 

2. We need to use language as accurately as possible. When required, we should 

corroborate it with other available alternatives, such as non-verbal cues, 

graphical elements, or audio-visual recordings. 

Language is Abstract 

We say language is abstract because it represents generalized ideas of things or 

thoughts. The idea which the word represents is different every time. For example, 

'dress' can represent anything from a frock to a sari. Even if you are more specific 

and use the word 'business suit', you are still employing an abstraction, as a business 

suit can come in a variety of sizes and colours. To be abstract is to generalize, and 
to generalize is to leave out many details. 

Abstractness is an important feature of language. It is this that makes all 
~eneral ization possible. \\'hen we talk about a number of similar items, such as 

paper clips, pins, staples, etc., we can group them through abstraction, lab<."lling 

tlH·ir common features. This makes it possible to categorize, so that wt' nt't'd nut 

, ,,mtarttly n·ddine the 11ew information we receive. As "' e use ,dre.1dy t'xiscing 

wrJrd-., tlw la'>k becomes ea~ier. If this wt·re not possiblt' , Wt' ,,Lnild 11r,·er be.- ablt' 

to 111,,k,· .,,:w,r of things wt· ltavc 11ot expnit·1u-t•d. 

I J,,w d,,c-s tl1i\ liapp1 ·11! /\11 rxi'iti11g word tal-.1·'i 111.111y si111iL1r itlc-,ts undt'f its 

u11il,,1·lla . A ' talik ' t'a11 lw of difl r 11·111 .., 11 .qw,; ,llld ,;i1n, ,u1d ~till be called a cahle. 

L, ·,·11 ii Y'HJ haw· 1wvc-1 wn1 a t,ilik with tlm·r lq.;-; , )'llll c,111 still id1·ntif}' it as a 

Utl ,I, ·. '/ Im lwj,f,nll Im 11u >f mr,111111,i:1 gr/ Ill 10, wfrd Lnth JJmbvl.i ,md UJt7J krrp npandmg 
tlu: ru11~r u/ mru11111f~l 

i 1 •iwUilftt W w M¥ ... "(, < ; ea • s #... . _ , _._ . __ _ 

.. . 

. ' 
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8 Technkal Communkatlon . . .. I the etymology of the word 'nice', 
I .,, ly d1sc11ss1 < , • 

, \ It· ha,·c· a 
1 
< ,t< , 1 , 1 , cciuircd that are currently in u,e? .. ,iings it 1,H a , 

I . l'll ' III Y Jll( ,I )() \\ ' 
. of them: , 

sonH . , l,lc or attractive 
1 I ... IS 'llll CllJOya ' . p1., ., ' ' 
z. kind; friendly 

. 'c) l,ad or unpleasant 
3 (1rorn I d il d"ffi 
• . 1 . very smal eta or 1 erence 

4 (fo rmal) mvo vmg a ' . ' ' ' ' . ' 
Some o t co · · f h . bsc)lctc meanings of mce are wanton , profligate, ' 

' d ' ' moclcsl, an coy · 

Language is Arbitrary 

There is no direct relationship between a word and the idea or object it 
People speaking a particular language accept the fact that certain 

sounds will represent a particular thing. For example, a 'table' could • 

called by any other name, but these people speaking English accepted that a 
of furniture with four legs and a wooden plank used for keeping thinp wl 
called 'table'. 

Language has evolved as a cultural system of agreements in which words 
sent certain symbols or thoughts. Learning these agreements is part of 
the language. 

Sometimes this arbitrary aspect of language causes problems. When a 

undergoes a change that may not be universally accepted, it might not be 
stood clearly. For example th d , b 1' · 'and 

· , e wor ver a means 'spoken not written 'connected with words 
O 

· d , . ' 
111ererit realities. d. rr r using wor s . The same word 1s used to represent 

To summarize langua k 

can attach 'b ge eeps changing to include new concepts, and a num er of spec'[j d b' 1 
ic an ar Itrary meanings. Language is Creative 

Language is indeed ve . ' 

many words every d· ryE creative and you can marvel at its ability to generalt 
'J"J ay. ' very year . di.-.:-~ 

H:Se W/Jr<l~ can be , lflnumcrable words are added to the WU-· 
w, r J 1· added by <Ji[r • _,.,, ; 

J ' ·' 
1

'Jfl1 other J· icrent processes: borrowing (the taking 
11

.,... 
u,i t · ang-uagcs lik ' J ...__....:_ 
· "'"''"'II/""'""'""• · c, a coho!' frorn Arabic and 'boss' from '.u:­,Jf t•.wi cliff . , u lt1ordr (words , J • b . . d ,ne,ri,I 
+ 'n·111 wc,rcls, e , . · mac c y combuung the sound an . 1·,,1, -11. · · ' .g., nct1q,H•ti , _..Jucafi' 
, . 1 '

111

JJ

1

H·111 ), h1Jrk ;,· . c::: net+ etiquette edutainment= cu • " ""·d I,, . . . ,,,,,,,,,,,,,, ( I ' ... 
',-1

1111
, _, 1 • "''"<I of ,01011 • w •ere • word of one type, usually••, ., ~ "n II ' J< r tyl >c II ' . n r I

J · ,, · 

1

·

11

1Ci1ici1 1') ' llsua y a vnb like '01>t' from opuo •,,, ,t JI IJJ; J (• I (' I\ . I , • 
' t/ I Hi,,,,, • s l J( • ll( ' ( • I . d plaJJJ 
L·yl,,,. , , '' <>,· /n,,,.,. .. < anS<•s, a word is crealr to rx , 

•«I • •«I ',. . ·"· J\s <·0 111 · • ds ,,.di 
ri11,1J ~c· . 

111
<111< ·1J11 s• .. . P1ll<Ts u1u11da1t•d oll1ces, nt'W wor bl 

, V1 111 ~,it111f/ <,11ll(• 111(( I . ds-sUC 

ic,,,1 > '<'111g. Mea11i111,s of other wor W<·r1• <• r, 

>cpa,idt·d or ntoclified. 
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Look .nt how the nwa11in,1.,rs or the following words have d1angcd ov<:r a pe.riod 

of timt·. 

Word Earlier meaning Current meaning 

EgregiOU!i Outstandingly good Outstandingly bad 

Maverick Unbranded cattle (after owner An outsider, admirable for unorthodox ways 
who declined to brand his) (positive connotation) 

Language is Repetitive 

\%ateve1r language you use, it has the capacity for redundancy or repetition. 
This may either improve or impede effective communication. Look closely, for 
example, at this simple sentence: 

A couple of girls are riding thei.r bicycles. 
How many signals in it indicate the presence or more than one person? The 

first two are the plural nouns: girls and bicycles. The third is the agreement of the 
verbs are riding. The fourth and fifth are couple and their. We can accept that in this 
instance repetition of information makes the meaning clear. 

On the other hand, excessive and unnecessary repetition, or redundancy, may 
lead to verbosity or wordiness without contributing to the meaning. For example, 
when you say 'All of you meet together to see me in the afternoon at 3 pm', you 
are using an excessive number of words to no purpose. Even if you leave out 'All 
of you' and 'afternoon', no confusion would arise. When redundancy is a problem, 
dispense with the words that are unnecessary. 

Language is Recursive 

Recursiveness is the characteristic of language which enables you to generate any 
number of sentences using the same basic grammatical templates. It also allows 
you to express any idea, thought, or feeling using the same fmite vocabulary. 

Recur.siveness implies that there is no limit to the potential length of a sentence. 
For example, consider the following statement: 

This man who is wearing a crumpled suit, which he borrowed from me to wear to his 
int,ervuw, whuh was on WedneJday, which was the day it was raining .... 

If y,,u use your imagination , you can see that this sentence can continue to any 
)1·n~th if you k1·ep on ad<liug qualifying clauses for every noun . This is bt"caust" 
ttw n·c ur,ive quality of la11 g-ual-{<' ht' re t' naliles you to keep repeating- tht" rc•l,llivt" 
c ltt tJ 'A" p i:1t1i-rr1. 

S" w1· c ,rn nmc l11 cl1· th at tl ww lia,ic d1arnnni-;1ics of la11gu,t~t' m,1ke it an 
c-llc·c ti vr 11wa11~ cif , <1 11 11111rn il'a li o 11 . I lowc·v,-r, 0111· c.11111ot dn1y that commuui­
c a1io11 iih,, tak,-~ pbt1 r- l1y 11011 -vn lia l 11 u-a 11s, whil Ii ha\'e l>tTll d i,n1-;s1·d at lt- ngth 
i11 ( ~liap11·r r, . 
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LE'VELS OF COMMUNICATION 
. . ak lace at various levels: Human commumcation t esp 

• extrapersonal 

• intrapersonal 

• interpersonal 

• organizational 

• m1ass 

Extrapersonal Communication 

Communication between human beings and non-human entities i 
personal. For example, when your pet dog comes to you Waggingits 
soon as you return home from work, it is an example of cx1rap~ 

communication. A parrot responding to your greeting is another 

More than any other form, this form of communication requires 
~ coordination and understanding between the sender and the rectMr 

least one of them transmits information or responds in sign languagt 

lntrapersonal Communication 

This takes place within the individual. We know that the brain is linked to ab 
;arts of the body by an electrochemical system. For example when vou begin 
feel hot' th in£ · · ' 1 

, e ormation is sent to the brain and you may decide to 'turn one cooler' res din · 
' pon g to mstructions sent from the brain to the hand In this c, 

the relevant organ is the sender th l . 
th b . · · . ' e e ectrochemical impulse is the me~ t e ram IS the receiver Next th b . , 
feedback that you h ul.d . ' e ram assumes the role of sender and sen~~ 

s 
O 

switch on the l Th J 11 kind of corrunu · • coo er. en the process is compete. nicat1on pertains to th. kin . . . . 
processing. Without h . m g, which 1s the basis of inforrnalJ 
J sue mternal di I ~ . ..tr 
evels of cornrnunicat' . a ogue, you cannot proceed to the JUIII" 

are cornmunicating ,.,.;t ihon-h mterpersonal and organizational. In fact, whilt' 
··• teothcr h , · ~ 

co_ncurrently- pJannin . . par.,, mternal dialogue with oneself com,11•~ 
m1vht 1h g, weighing cons 'cl · . • \1 

" ave noticed th . ' 1 ermg, and processing informanon, at at tun . . 
crimplc-te a certain task S If e~ you motivate yourself or consciously resoht 
ar the · · e -rnot1va tio If ..Is 

intrapersona) level, n, se -determination, and the like taktr 

Interpersonal C 
ornrnunicat· Ccnnniuuic at. ion 

'J' Hiii tt t this J. 
° C<>ni p<11 e it · · 

1 
vej n·fers to th • . . · . , _JIii 

many JH·o 1 WHJi 0ther fonns 
1
• c sh, trmg of information among JP'~ 

· P t: art' · · 0 cornrn · · · e II" rnany . · 'Hvolved I unicat1on, we need to exaIJllll sensory ch• ' iow dose th all bO' 
-tnnels are used an · ey are to one another physic Y, 

' d the feedback provided. 

i 
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Interpersonal communicat,on 

Informal 

Basics ol T ec.hruc.al c.ommun.aoon II 

Formal 

Interpersonal com.munuatwn diflers frf)TTl othn forms of communuatwn in that there are fti.1.· 

participants in1;0/ud, the interactants are in close ph_; sual proximil_) to each other, tkre are TTZa'!J 

sensory channels 1J.Jed, and feedback is immedia.u . .-\lso, the roles of sender and receiwr 

keep alternating. This form of communication is ad\·amageous because direct 

and immediate feedback is possible. If a doubt occurs, it can be instantly clarified. 

:\'ote that non-verbal communication plays a major role in the interpretation of a 

message in this form of communication due to the proximity of the people 

involved. 

Interpersonal communication can be formal or i,iformal. for example, your 

interaction with a sales clerk in a store is different from that ,,;th your friends and 

family members; the interaction between the panel members and the candidate 

appearing at an interview is different from the com·ersation between two candidates 

waiting outside. H ence, depending upon the formality of the situation, inter­

personal communication takes on different styles. 

~1oreover, most interpersonal communication situations depend on a Yariety 

of factors, such as the psychology of the two parties invoh-ed, the relationship be­

tween them, the situation in which the communication takes place the surroundino-
' ;:, 

emironment, and finally the cultural context. 

Organizational Communication 

Communication in an organiza tion takes place at different hierarchical lewis. It 

i, <·xtrnntly necessary for the sustenance of any organization. Since a large number 

<Jf nnployt·c-s are involved in several difkrent activities, the need to communic:ltt' 

Ii<"< <irnc·, gn·a t<·r in an orga niza tion . \ \ ' ith a proper networking s\·stem, 

, , ,1111111J11i, al io11 i11 ,rn orga11izat io11 is pm-.il,le l'\'l "ll ,..,·ithout dirl'ct cum,ll't betwc>en 

<-rJJpl,,y,- , . .,_ 'J Iii , ki11d or Cllllllllllllication C UI lit· r11nhn di\·idl'd into: 

• in11.~rn a l -op t~rationa J 

All < ,,u1111trni, ,t tion tl1a1 <H < 111 ~ i11 n111 d11ni11g ,,ork ,, ithi 11 ,u 1 organization is 

< la ... -.tfi1·d as iu1n 11 ,il•op1 ·1,1l1<J11,il . 
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ational · t' docs · . •rnnl-oper . . ti at an orgamza mn • e xit I . 11111111111cat1on 1 

Thr " nrk-rrl.1t<'C _«' II I ·xt~rnal-opcrational. 
. . JS (';J ('( (, . th r nrg, 1n11.a11on 

• personal . . . _ . ,auization that occurs without p WlU!llCallon lll ,lll org . . 
:\ II ro 11 cl . . .. II . I J>crsonaJ commumcatmn. . , . . oncr.rnc JS c,1 '-' • • • 

hu~mt ss 
15 

c · t munication in orgamzatlons m the 
You will learn more aoout com . . N ks I te • • 

Flow of Cornmu111callon an . . cl Commumcat10n etwor a r m 

Mas5; Communication 

For this kind of communication we require a mediator to transmit · 
These are several mass media such as journals, books, television, and 
which mediate such communications. Since the messages are for a 1aJF 
that is heterogeneous and anonymous, the approach is impersonal. Press· 
given by the chairman of a large firm, advertisements for a particular 
servi ce:, and the like take place through mass media. This type of co 
i.e. more persuasive in nature than any other form of communication and 
ut11:ost care on the part of the sender in encoding the message. Oral 
cauon th rough mass d' · . . 

. _ me 1a reqmres some eqmpment, such as IDlcro amp lif 1ers etc and th · r . • • 
. '. ·, e written wrm needs prmt or visual media. charactcnst1cs of this type of comm . . 

I unication are: • arg1~ reach 

Mass media communications re h . 
area. ac audience scattered over a wide ge<:>gnlf-

• 
1rnpersonality 
This kind of . 

cornmun1catio · 1 
unknown to each other n is argely impersonal as the participants • presence of a . 
\ 1- gatekeeper 
. a\s C<1mrn unicat' 
u ,nv1:y thr• . .. ion needs additional . . . . . 
Ix- . . messttge frorn send _Persons, institutions or orgaruzatiol' 

. ct fi<:n,,in or . er to receiver Th. ' . 
i,if,irnn - 1- , ttn organized grou f · is gatekeeper' or mediator 4 11

in frrirn t/- P O person · • 
h,, <·>t:-i rr 1. . ic source to th . s active m transferring or 'f, ' ' IT1 a . e target a d" 
ni:-ib.,, it ' I TH.wspaper th . d " u ience through a mass 
J ,, ' II · lia I . c e Hor rn·1k I . - ..L!-1. 

' 

11

• 

1

,iit,\ , i 1e \ <if ll1t: re• 1 . ('. es c 101ces and decides wrU\,a 1
"'JJJ11ll1i, · . d( ('f. I'hc • r ' ~ 

'
1I 11

i1J pr,>< ·,·s cc Hor 1s therefore the gateklt'l,r ,. s. 
HE fLou. 

Y"f OF C 1,,1,, o ...... lJ 
, ,,lit t11,, J fl .-,.-, NICA 

"'"'""'''11 ,,, Ii....,, i,) ,1 I I <i, . ~ T 10 N 
"''' I g,.,, . 

{ f' f q ,,, u,,,,,,, l/. ,tl11i1, 'l(Jt/i fi1 . 
u ,111,11111,1 111111, /' r tll;tlf y and iuforrnaJly. Theldffl 

JO ir1u1s lite on- .. . __ .:..;/ I 
~ll ta/ luerar,1!_v and is Tt'{UII" .. 
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J Communication Upwar~ . 
. , d reports to inform therr superiors or to l . I intcs sen 

\ \'hrn Su )l) t ( 

1 
' d· tions the communication flows UJ>Ward . l . d rccommen a ' 

Im, 
111

~" "

11 

• s managers aware of how employees feel about rt)llum11 ucat1on keep . I M I 
d he organization m genera. anagers a so rely on roll ea lTUes an t . . • I · 0 

. . r aking certam dec1s1ons or so vmg some prob•- -rommumcauon 1or m ~ 1111 

concern the organization. 

The extent of upward communication, especially that which is initiated 
at the lowest level depends on the organizational culture. In an open culture · 
too many hierarchical levels, managers are able to create a climate of trust 
respect, and implement participative decision-making or empowerment 

there will be considerable upward communication. This is mainly 

employees provide the input for managerial decisions. In a highly auth · 

em ironmenc, where downward flow dominates, upward communication still 
place but it ~ limited to the managerial ranks. Suggestion boxes, employ.., · 
surveys, grievance procedures, superior-subordinate decisions (decisions taken 
the subordinate by his superior), review reports, statistical analyses, etc. 
restncted information to top management. 

lateral or Horizontal Communication 
This fo rm of comm · · 

unication takes 1 • archj--lL-eq ui\'alen r em 1 Pace among peer groups or bier wi 
P oyees. Such com · · • ill' 

coordination sa , . munication 1s often necessary to fac tar ' \ e tune, and brid h . 
departmenrs o • ge t e communication gap among vanoio B . . ccas1ona1Jy, these I . . __ ..1 
, ur generalJ,; they are informalJ ateral relationships are formally sancn~ 
and txpedite action y created to byPass the formal hierarchical chanod 

Frorn th• • · 
e organizati ' • 4

d\ ani.a, t( . on s Point of vi .. ..., 
~ JtJs or dL)advant ew, lateral communication can be tl!.11'' <.tJ1nrnuriic <ttiu . ageous. As co _.,r 

(,f i1 I . n, which can at t' . mpared to vertical (downward orupwaiu 
i , ,rrn.tt1,m l irnes imped . ---" 

,1J.,,,, /( ·• ' ,tteraJ cornrnu . . e and delay timely and accurate traJIII·· 
~t,- u,11fliq n1cat1on c b " 

,,,,1,., ,,, :i,, . ' \.vh<:ri forrna J . an e beneficial. Nevertheless, they . 
'-' -'11r11 ,Ji~1i I . Vert1caJ h I 

''•~•JJ,, ,J l.11 -f t H·1r g-,J,tls c annels are bYPassed by employtts 1 •,u-,,.,,... , orwhcn su> ,, ' l,t(" 
""

11

•

1 

.. , , ~,, 111111 . • 
11

~ di·c·i-; i,ms w . . I l J tors find out that they had not a1,1,,,..,,. 11 Jfrl( ;11 1,,,1 ( re l.tkt•11 
u- I ' 1·11 · I I · " '"'ry,, •• i 1•s 11 

,., .,, IHJ,,,,, • 
111

/i 1,1 ;1" • . . · 1<· sharing· t· · • . . · YI" 
'l',, l "· "',

1
,u- ~ lr v 1111 -s or . O 111fonnat1on with a vie 

.,, 'H i11,,, f i1, v,-y i ·, . ,t d1 ·pa rr, . , , f·_.,,,. 
,,f , ( ' 

1

'

1 

f,H ,1,. \ tdr s i11 11 
1
. 111 Ill. I ht' Vice President~ ai..,· ''''''1111,j, ~ ', it, ri ,,1 1 . It• or111 of . 'dt, 
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111
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1
1 i, \, . J\ •t 11 t·x· cl fll t'fllo to the Vice PreSJ ~Ir,,,, . v( 'Y . •ll111iJ . ,. ..,d 41111

,,u, I "H; tJ ti . t n la teraJ c · · This 'l' 
,.., 

1 
rt· .,, . . '

1 
11i1• , ,. . on1mumcauon. .,,. 

-t r ll11i, I ,., , ow11i f . b uv 
'
1 
•tr1c ·1t('s 1 ° a n organization as 1t u :i 

'• ll su -J . . cl " 
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1 
o rg-a111za tions where wo 

Formal netwo, 
,nodels 

• chain networ~ 
• Y-network 
• Whee/ networJ 
• circle network 
• all-channel 

network 
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d1r,·,·111r.1li1c-d, ii pl.,,·s a .L:rc·all't" rnlr lll'c,111,c· lllf'rr i.11 a hi~lwr prnhahility of n 1111m11111il·,11io11 ~.,ps. 

Diagonal or Cross-wise Communication 
I>iug01111/ or CrnJ.1-u-iJ, Cnmmunirntinn flows in all directions and cuts aero'!~ fum·rions and kwls in an organiza1ion . For example-, whf'n a salt's rnana~(·r comrnunicatr~ <lirrnly \\ith the \"ice Prf'sidcnt :Production). who is not only in a diffrrrnt division , hu1: also at a hi~hcr lc\'cl in the organization, they are cngagrd in diagonal com­munication. Thou~h this form of communication dcvia1rs from the normal chain of 1rommancl, there is no doubt that it is quirk and efficient. lln some situations, i~1orin~ wnica.l and horizo11t,1l channels expedites action a n <il pn·, ·cnts other cmplo~'t'cs from bein~ used rnndy as conduits hctwct'n scndt'fs .111 dl n ·cci\'ers. 

The increased w,e of e-mail also <·ncoura~cs cross-wise communication. Any employee can communica1e ,ia e-mail wi1h another C'mploy«·e, n·.~ardkss of the n·n"i\'<'r's function or slatus. Si11cC' there is no spc-cilic li11e of command, diagonal communication is also referred to as cross-wist·, radial, or circular communication, depending upon the structure of the or~anization. 1-<>r i11stamT, a ~fanaging Din•·c tor could directly call a supervisor and give instructions. 

C01MMUNICATION NETWORKS 
:\ yaril'ty of patterns emerge when comrnuni<.:ation combines throug h vertical and horizontal channels. These panerns a re termed as cummunication netu:ork.J. 
Fonnal Network Models 
There a re fo ·e common communication networks th a t come i11to play in furm.J communication in a n o rganiza tion as discu.~~cd below: The diain nduork represents a vertical hierarchy in which cummu11 icacion c.rn 111,.,.. 0 11ly u,w.-ard o r dcJ\\·nward. \ \'e can find chis type of 11ctwot-k in dircl·t li11c of audiorit y um11nu11ica tiom with 11 0 dn·ia tiu11-;. 

1-igure l. 3: C:11 \I ', ~I n" ,10~ 

I l.r } 11rl" 111A i~ i 11 rl ln t -1 111 ult i-ln d lun ,lh h) .i ud ., l rn11bi11.11iu11 uf hnri-1.,J11t,1l ,a11d , ,· 1111 ,al ti,,,, 111 , 11111111111111 .1111111. l f \H' 111111 tlil' Y u11,tlk d11\\II , \H' ,.,.t' '"''1 \ul11,1d111 ,t l n 1q>o 1tu1~ l (J t JI U- w 11irn , "'itl1 1,,11 lcn·ls uf aud1u1 i1~ .d >t•\t' tht' l.i111·1 l-t µ,1J11· I I ,. 
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