
Process of Business
Communication

The process of business communication typically involves several key steps to ensure

effective exchange of information within a business environment. Here's a list outlining

this process:

● Identifying the Purpose and Objective: Determining the goal of the

communication, whether it's to inform, persuade, request, or build relationships.

● Analyzing the Audience: Understanding the audience's needs, preferences, and

level of understanding to tailor the message accordingly.

● Crafting the Message: Developing the content of the communication, focusing

on clarity, conciseness, and relevance.

● Choosing the Appropriate Channel: Selecting the most effective medium for

delivering the message, such as email, face-to-face meeting, phone call, or

report.

● Encoding the Message: Converting the message into suitable words, visuals, or

gestures (in case of verbal or face-to-face communication).

● Transmitting the Message: Sending the message through the chosen channel.

● Receiving the Message: The audience's process of receiving and interpreting the

message.

● Decoding the Message: The recipient interprets and tries to understand the

message.

● Providing Feedback: The recipient responds to the message, offering feedback,

queries, or further discussion.



● Evaluating the Communication: Assessing the effectiveness of the

communication and making adjustments for future interactions.

Each of these steps plays a crucial role in ensuring that the business communication is

effective, clear, and achieves its intended purpose. It's important for business

professionals to be adept at each stage of this process to facilitate smooth and efficient

communication within and outside the organization.
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