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1.0 Introduction

Today communication activities
are indispensable for information
transmission in the modermn world. Most
organizations whether they operate in the
private, not for profit or other sectors all
meet to communicate with their customers.
Communication  solves - operational
problems and helps the management to get
over crisis situation.

Communication is a process of
passing information and ideas from one
person to another, which results in manual
understanding among human beings. This
covers all media from speech and writing
to tone of voice gesture facial expression,
bodily posture all conveying some
meaning or the other to others. Within the
company, the basic communication
activies of a manager involve reporting to
his superior instructing his subordinates
and interacting with other managers. There
is also a need for him to communicate with
people outside the company.

2.0 Importance of communication

1. Communication is the activity to

which managers devote an over
whelming proportion of their time.

2. It is also an essential factor in
planning, organizing, coordinating and
controlling.

3. It is the basic of direction and
leadership.

3.0 The process of communication
There are four components in the
communication process. They are :

1. The Symbols

These are words either spoken or
written used to convey the meaning of
what we want to express. They may also
be figures, charts or pictures.

2. The Channels

These are media used to convey the
message words may be expressed by
delivering a prepared speech or through a
conversation written words may be
expressed in a letter, memo or a report.

3. The Sender

The sender is the person who has a
message to be transmitted to another
person. The message may become
information, ideas or feelings.

4. The Receiver

The receiver is also know as the
listener audience or decoder after getting
the message, the receiver has to interpret
or decode it to understand the meaning.

4.0 Methods of communication
There are three different categories
or communication such as :
1. Formal and informal
2. Verbal and writing
3. Down ward, up ward and horizontal
1. Formal and informal
communication
Formal is the office channel or
system of communication. Informal
communication has its origin in the social
relationships inside and outside the
organization.

2. Verbal and
communication
Verbal media are face to face

communication which comprise spoken
orders or instructions. There is exchange if
views -questioning and explaining.

written
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Checking and rechecking between two
parties till they come to the best possible
mutual understanding. Verbal
communication saves time for the
executive.

The written medium is employed in
the case of important and complicated
matters which require to be handled in a
specific and uniform manner. Written
orders usually go down in the form of
letters or office memocirculars board
notices policy and procedural manuals
employee hand books and performance
appraisal.

3. Downward, Upward and Horizontal
Communication

The downward flow of
communication consists mostly of orders
pertaining to policies and procedures.

The up ward flow of comm
unication has increased with modern
management paying more attention to
suggestions from below and giving more
opportunities to the staff to participate in
the decision making.

Horizontal  inter course therefore
has become necessary for coordination of
efforts, Conference, Committee work,
Contacts, face to face or through telephone
are important forms - of horizontal
communication.

1.0 Successful and effective

Communication

Communication is successful when
the information idea or feeling which the
sender intends to transmit to the receiver is
effectively transferred. Communication is
a two way-process. It is equally important
for the sender to be also a good listener in
order to get feedback from his receiver.
This feedback is necessary if the sender

wants to know whether his message has
been received and interpreted the way he
intends it to be.
An effective communication keeps
the follfwing points in mind.
#  Who is the receiver ?
%  Is the message meant for a specific
person ?
#  What is the most important point in
the message ?

6.0 Barriers to effective

communication
The following are the some barriers

in effective communication :
Lack of communication policy.
Legal limitations.
Unfavourable climate.
Poor listening.
Poor strategy of communication.
Over confidence in one ability to know
what others are thinking.
Lack of clarity.
Too many links in the circulation chain
resulting in loss of detail and
distortion.
9. Lack of motivation.
10. Failure to seek on istant response and

lack of follow — up.

SQUhA LN

% =

7.0 Concluion

Communication may be defined as
the process by which people attempt to
share meanings through symbolic
messages. The process of communication
is important to managers because it
enables them to carry on their management
functions. Process of communication
include the sender, message, channel,
receiver and feedback. Feedback is the
receiver’s reaction to the sender’s
message.

3 3% 0 K
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N -Non, G — Governmental, O — Organization
SfF FTTUBD HEGINETLD.

e 3 3 4

U - United, N — Nations, O - Organization
PEBW BYBE6T Fanll.
e 3 3 38 3%
UNHCR
U — United, N — Nations, H — High, C — Commission for ,
R — Rebugees
DIBHHEHHSTN g.BT. 2 WiavsTallai Sientoli]
L2 2 2 3

UNICEF
U — United, N — Nations, I - International, C — Children,
E ~ Education, F — Fund
REFHW Brhsefen Fiaubhs HApieur sevell BHFHWID.

e e e

S — Save the, C — Children, F - Fund
fpieut UTHISTUY BHHWwnd

W 3 3 3% 3k
WHO

W — World, H — Health, O — Organization.
2M6VE HBTHMY GYOSHTLIGHLD
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1.

6.

HOWH.GBHST &EHUTBSFTEFT

S Fflemwl

Sl o A A b S SV o o

oBep eaexissit  (Odd Numbers) :

SrewiLTed  uGHEGSW Curg geemp  IBHUITESH SO IS QDN
6I6WIH6T Y GLD.
1, 3,5 7,9 eeriiieenanns , (2n-1)

BrienL eremimsit  (Even Numbers) @ .

SrewiLmed WgHulerl au@uBLD TR T Gl enL 6I6RIH6IT YGIW.
2,4,6,8,10, .cceiiiiinnniiniinnnnn ,(2n)

waeienw eemissit  (Prime Numbers) :

PAMeTeID, I8 eleIEMNEITILD THAID UGHSUUBD (HTyeRisHenTs
eIMBUL i6FH camimeTUiD WTSHHID OBTERIL)  6IamIH6T  (PHEITNLD
SIENTSH6T S GHLD.

2,3,5,7,11,13,17,19,23,29,31,..c.ccccvnnnn.n.

Coihg) erwIEsT :

wrBGsgnib  erewienemt (1 210 o165 satigpid Halibd) SPSAGD SiLVGHI

Qrewifs® CwbulL  ecaiiseist CUmEHLOISS STLL  @pgujorulier

SIGUUTDTEN 6T60IH6T CFidhHg sramIaBeNTGD.
4,6,8,9,10,12,14,15,16,18,20,21,...............

w&8anexnll arewrmsit  (Triangular Numbers) :

ciewiemmild  elett QBETGHUTL @QamlelmhaE  SWIbidE  GsrLiFfwimret
geiEmend  FLIH  Qumpid  ebd  clewigmid  Seubeusst Oer@aullei
cleTemITeHGoy  DIMDUIID. SisHEUTBTEN 6TeTdeN (HBHTeml GTERIEEITE)LD.

1o wp&Camemh etemr : 1.............. =1

2b (p&Camemfl etemr : 1+2........... =3

3 &8amenll etewr : 1+2+3........ =6

4b (&8axrer eremr : 1+2+3+4....=10

n (p&ECamenfl etewr @ 1+2+3........ +n
=1n/2 (n+1)

FHIJ eIWEB6T (euidHed 61amisms) (Square Numbers) :

F3I1% CHTVHMS MWES Tl SiFHTeu H BHyedsvd Bmengulgid Fwemmes
ETENIBEM6S  OBTERIL QPRSI (WemBullsd &ML (LPQUIDTEN  6T6WISH6IT
LG LD.

1,4,9,16,25,36,49,64, ....cceveovereencencnee , N2

)[e]¢



5 Sinssonnment Bevd Blu Hetl Hewalp CHeirBBID

7. Qesieus ererast  (Rectangular Numbers) ;-

gsiiempel & dmigwl Bejuld gaipelld dmguw Byeneoud QsTeRL ysief
PUBISOLIL (LpeBulled &TLL (LPIQUIDTEN 6l6IEeN QFelious ETaRISEITE;LD.
4,6,8,9,10,12,14,15,16,18,20,21,22, ................
GBIy - GFisd eaiaECensdsrd QFeious 6IemIEMTELD.

8. ILUERT  6TEwIHSIT fPerfect Numbers) :

0 caticnieal saisme (Sihs o Helibs WO QaIH 2 U L)
GaLEL Cursnl <8 eel ellenlwns euBLTUNT Siell 6168 LLJer  6T6uT
eTeuLILIBLD.

1 1
2 2
3 4
_6 7
14
28

9. pLL erewasit  (Amicable Numbers) :

Oh aWIES QOHEBHHMPL  FH0  SMTENselaGId  Fal BH0SHTMS
BEBTT WSS FLLIE QHHGL UQUITE 6hSOTE  eTem Camgu b
BLL] 61686 sTemlILIBLD.
o _+ib 284 Q&1 smyewisein
1, 2, 4, 71, 142 syEWw.
Qemmed 14+2+4+71+142 = 220 su@1b
220 @eir snyemidsein
1, 2, 4, 5, 10, 11, 20, 22, 44, 55, 110 SGL.
hemed 1+2+4+5+10+11+20422+44+55+110 = 284 oy @1
5C6n 284 2 10 2202 10 BLY 6w Gamgmenm@ib.

* @gieuemy @eleutmrenr 1000 BL L eTewT Comomslt Hewi® LgdbBLILL BeiTensm.
10. BevdaF allg :
P eewenlied 2 _siten  aeveUT  AevdbBHEMETUD Sl @ @608 ST LD
suenyuil Sl QUIGLBLLIBGL BevéEh iES e Beudhass GLIQUITGLD.

o_+b : 12475 Q61 QevdEFaHLIg
12475 —» 14+2+4+7+5=19—p 1+9=10—» 1+0=1

11. Sl Uerend (Unit fructions) :
(penpeniolt Ulelienld @eimflell OpTEg:ad eaew @aiprulet Sinleamnd oeELl
Ueitend  eTeriLBID.
o+ : Y,'/3, s, iy Yis

K



$ESiuseounral Bevd &l BeirHewaldh CH6 DB

12. et ewemb : (Life fractions)

Greni@ osveos SeBse GopulL Udiambed! @6 UGS CLISTmeRES
Qaremgmiier ownleieamisst uel eiemise serlILIBLD.
.2, 5, 11, 7
e +b : /o, o, /9, /9

LSBT0 APBEHTT
(Pascal’s Triangle)

G5 Foply olfelsd oeupisr Geanmsomer SeGealed GTUSUILBSSS
Gl (IPOBUITGD. @G — aebissT (GBI euigalled @ PHISEMDSSLILL GVTLD.
B610UEHTBHTEVID  LITOOBTE  6TEILIGUITeY  SERILMIWILILL ST6D LITHOBTE0 (p&ECoTeRAl 616
SIMPHSLILBSIBS!.
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“© &6 @ BHM_BHCwent
DiFed BTOLO6OGINID [BigHitBH6iT”

a6y SMmppb@ilust Fid 2605
BILE @eussusHled o diswporar g

HeOmEG1id Eridlsomh S eor BT &Cems
ellebedid  Gagdberdtfiwtr. oot UREETS
Coams. Beeuuiglsd &®LU SUMIEnLD

sMemsSamsd ST, Shws, LIDHSLOERT
Simesmsd olLG BEdeonbs BEIH
HHG QUABB ULTS  SHISILRSMmETLD
sigualsas  Lgybsenen gBBlFQFsOaID
GHmraamngll  uUTHEmE  @HmbEH e
wupdwred  aumpsensauied 2 _wiihseur.
SN QEEeThHl  BILS  SIHIGSCEH
Oy @ B amiueut. SIS s6Mel
@eveotiurmiunemyraepd  (Home Holder)
uBisTeRuNSaD SmboHair Reugs STe0shHe0
BEBTHEHD SPRS SUIQLEBISST QUL LID,
S, GLBUUSHID, @eI@ USSD Apeiml
LOTLBIEENTSOYD SIEMDSBII_QMBSE. [BIgEH,

STSHIHTEMT, Opplusrent, gwirfliuremt
eTemLILIs0 Coremmuseisd maNHE
sTEOBTEmTLILIBLIGUIT.

Sieuf - eigpFw 37 BHN_SRIBETLD
ouyeonm,  LEPOBN, DiIOFHM ey
apeiiy  cuemasulgnislt  SILEGT.  DiuyHl
BTL GBBIBEDET 2 BRbHrEslamsd Li6v
ollwiisst  Cupdembl  Bibuens sl
Qaweiten(pgupb. HHHIUTTES HbSanen Heir,
HETSH B Ll Crpadleim Cx(,
Buibsnsuienerds &LBS SUBMEOE6IT,
LOGITEM S E&E AU HID onefiL_SHHeRemto, o_ulli
SHwirs Slemred JBLGW DmenLD,
Qesveusdenr  STEaHBHTH BCBmL  GieLID,
5565 @AOE FHENBFH DeAF  aE
QFTeOgIEHs, Pevpeubn HmwenT euTpHms,
usSgbsred, eumpsllsr efpFd), GCeugemen,
augieno, Guesianiosed CasbBEupd GsET@Emio,
Cuireimen Geusbevmd Sy DigiLIeul
Qurments QeuefiL@asmen.

190 prBmreRngsd apeigy Helew HI_&
@605 SWIGUIQ EUMBIHEIT 2aBOmBHHen
weamyHw  Audswp  (Manticism) Gaus
o_emii&e BTL_&LD (Melod  Drama)
BeilemouwssILCL Brisb (Wele made play)
sILEBal SiemaIWITEGD. SeuBien

FTWEOSMeND, 2 enefluwed  HbHMeREeT,
aupeoTy o eellL  BHSSIBSET, D@D
Upaubenp 160 EIDDIERIQS o HHs BILS
Cuengwire Gogderotlwfer eybEm  &eafled
SBHOBTETENEVTD.  SUTHI  DI6UOFGHEN6Y
pr_snsefisy glellwdst, ke, wasEOUD,
@5606sur, SienGym e Guir Sieh
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S Slusenr alsbHgI Gueu uueney.
SiaeFsMma  a@ILB  BILS  (pgalmend
Qarewip  FromelssiuGe Soum.  SiG

ool e SieUeLILIGLD SHETNLOENLIL
CUTBISSHTGSLD. “allgujb FTU(PLD
wefHsumpailed SHmeoui_ @

SimevdaabasILBasBE aFmes well S
Cumyr®euls oSisuevFHme” 6leN LIGHT LI
HCToHHIH6lT HEWIB OBTEBIL 6.

oCymiiw, HpsdpHu  pblsme
&6 gFHe  yyrewnusefer  oigliuenulsd
BILEMSEHEG  “‘ald ulemenr  pSeisnioll
Qurmennsd Qs Tesiie. KYETE0
Coagseviiwir el eaeiug “welssurabo
allgl” eaend oG BHILEHEBMD  BED
Ogefeura &T_BSledtmmt 2_SHIJemILons
@zeeonalel efpFfbE o 5585 &6
SMJNID DIBSTH  Seueir  alld.  ouehss
2 _eualsd BluwTwgheng en&UT60
(WINEE LAY o () Heiuieormu el e
BBUSISTE  Sieuevd.  eunpelB@Id  yewig
Fhe B uled sagFoTEL Wwalga Hmio
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WeRSled s1PhSH BIDUSBIGTET DieUeOSFFHene.
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ufenesr DIFHTeUHI wenereflenu /o6y
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SUFIE  CFLFH SuErse BmE Guw
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