
Meaning of Communication: 

Communication is considered to be the modus-operandi of social and commercial intercourse. It 

is communication which gets the world going. The word communication which has its origin in 

Latin word ‘communis’ brings out many images in one’s mind. It could be a process, a network, 

a technique, or a form of entertainment.  

Process of Communication: 

Communication is a process that involves certain distinct steps. In its simpler form, it relates to 

stimulus and response. Communication is not complete till the message conveyed by the sender 

is properly understood by the receiver. The Basic elements of the communication process can be 

discussed as: 

1. Sender: The Communication process starts with the sender, the person or the group who 

wants to transmit the message to another person or group.  

2. Message: The Physical form of the idea or information conveyed which can be 

understood through receiver’s sensory receptors (hearing, seeing, smelling, feeling, 

touching etc.). Messages are not the meaning but indicative of meanings. Meaning lies in 

the receiver’s mind not in the message.  

3. Encoding: Encoding is putting the meaning of the message into appropriate words, 

symbols, gestures or other forms of expression for the purpose of sending an intentional 

message.  

4. Channel: Channel or medium is the method or vehicle used to transmit the message. For 

Eg. Some of the common channels are Telephones, Letters, emails etc. 

5. Receiver: The person or group who perceives the message and attaches some meaning to 

the message is the receiver.  

6. Decoding: Even if message is received, it is not possible that it is not understood in a 

same sense and sprit, as sender intended it to be, because the receiver decodes it 

differently. Decoding means attaching meaning to the message.  

7. Feedback: Feedback is the reversal of the communication process in which the receiver 

expresses the response to the sender’s message. The response or reaction may be smiles, 

sighs, or may be asking question or calling further explanation or affirmation.  

 

 



Types of Communication: 

Communication can be categorized into different types depending upon the level at which it 

takes place, the direction it takes or by its very nature. Some of the commonly referred types of 

communication are:  

1. Personal Communication: Such communication takes place between any two 

individuals, be it in a family, any groups, community or even in any organizations.  

2. Business Communication: Business communication takes place to further the goals of a 

business. It takes place among business entities, in market and market places, within 

organizations and between various groups of employees, owners and employees, buyers 

and sellers, service providers and customers, sales persons and prospects and also 

between people within the organization.   

3. Internal Communication: Such communications takes place within the organization or 

group—among people within, among different groups of employees and between 

employers and employees. It could be oral or written, visual or audio-visual, formal or 

informal and upward & downward.  

4. External Communication: Unlike internal communication, external communication 

flows outward. It addresses people outside the organization. 

5. Upward Communication: Upward communication is one which move upward, i.e., 

from bottom to top levels in the hierarchy. 

6. Downward Communication: Downward communication flows from top to bottom i.e., 

communication flows from senior executives to junior level functionaries can be regarded 

as downward communication.  

7. Formal Communication: Formal communication generally follows a well defined 

hierarchical pattern and periodicity. 

8. Informal Communication: This type of communication takes place in an un-structured 

manner and outside the formal forums. Informal communications takes place through 

chats, conversation, informal talks etc.  

9. Lateral Communication: Lateral communication generally takes place in an 

organization and is neither upward nor downward. It proceeds in a horizontal manner and 

takes place among equals and at peer level. 

10. Interactive Communication: Interactive communication is essentially a two way 

process. It takes place through meetings, conferences, teleconferences, multi-media 

presentations, group discussions and any such active two way exchanges.  

11. Mass Communication: Essentially Mass Communication addresses a large group of 

people. Eg. Newspapers, Magazines, Journals, Television etc. 

12. Grapevine: A Kind of informal communication that prevails in organizations and 

business. The source of such communication may not be clear. It spreads by way of 

gossip and rumors. 


