
Types of Business
Communication

● Internal Communication: Communication that occurs within a business

organization. This includes:

○ Vertical Communication: Upward (from employees to management) and

downward (from management to employees).

○ Horizontal Communication: Among colleagues and peers at the same

organizational level.

● External Communication: Interaction between the organization and external

entities like customers, suppliers, investors, and other stakeholders.

● Verbal Communication: Includes face-to-face conversations, telephonic

discussions, and video conferences.

● Written Communication: Encompasses emails, reports, memos, letters, and

social media posts.

● Non-Verbal Communication: Body language, facial expressions, tone of voice,

and other visual cues.

● Formal Communication: Official and documented communication channels like

corporate documents, official emails, and reports.

● Informal Communication: Casual and social interactions that are not officially

documented, such as casual conversations and grapevine communications.

● Visual Communication: The use of visual elements like images, graphs, charts,

and videos to convey information.

● Electronic Communication: Involves communication via electronic means,

including email, social media, and instant messaging platforms.

● Upward Communication: From subordinates to superiors, providing feedback,

suggestions, or reports.



● Downward Communication: From superiors to subordinates, often involving

instructions, feedback, or information dissemination.

● Lateral or Horizontal Communication: Between peers or colleagues at the same

organizational level for coordination and sharing information.

● Diagonal Communication: Across different levels and departments, bypassing

the formal chain of command.

● Interactive Communication: Two-way communication that involves interaction

and feedback, such as meetings and interviews.

● Cross-Cultural Communication: Communication between individuals from

different cultures, focusing on understanding cultural differences and nuances.
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