
This is communication between people of different levels in different departments or different organizations e.g. an accounts

clerk may communicate with a sales manager of the same organization or of different organizations. Diagonal communication

enhances team work.

b) According to nature of message

This can either be;

i) Formal communication

ii) Informal communication

Formal communication

This is the passing of messages or information using the approved and recognized way in an organization such as official

meetings, memos and letters. This means that messages are passed to the right people following the right channels and in the

right form.

Formal communication is also known as official communication as it is the passing of information meant for office purposes.

Formal systems of communication are consciously and deliberately established.

Informal communication

This is communication without following either the right channels or in the right form i.e. takes place when information is passed

unofficially. It is usually used when passing information between friends and relatives hence it lacks the formality.

Informal communication may also take the form of gossips and rumor-mongering.

Informal communication usually suppliments formal communication as is based on social relations within the organization.

Note: Both formal and informal communication is necessary for effective communication in an organization.

Essentials of Effective communication

For communication to be effective it must be originated produced transmitted received understood and acted upon. The following

are the main essentials to effective communications.

i) The sender/communicator

This is the person from whom the message originates. He/she encodes the message i.e. puts the message in the communicative

form.

ii) Message

This is the information to be sent. It is the subject matter of communication and may contain words, symbols, pictures or some

other forms which will make the receiver understand the message

iii) Encoding; This is the process of expressing ones ideas in form of words, symbols, gestures and signs to convey a message
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They are also known as Personal letters

ii) Telegrams

This is a means of communication provided by the post office. The sender obtains the telegram form fro the post office and fills

the message on it in capital letters and hand it over to the post office employees at the counter. Alternatively the sender may use a

telephone to read the message to the post office. The post office then transmits the message to the recipient post office.

The charges of a telegram are bassed on the number of words used, the more the words used the higher the charges. However

there is a standing charge.

Telegrams are used for sending urgent messages.

Note; Due to changing technology telegrams have lost popularity. Short messages can now be sent by cell phones (mobile

phones) using the short messages services (sms)

iii) Telex

This is a means of communication used to send short or detailed messages quickly by use of a teleprinter. The service is provided

by the post office on application.

A message is sent by use of two teleprinters one on the senders end and another on the recipients end. When sending information

through a teleprinter which is a form of electric typewriter producing different electric signals, its keys are pressed and

automatically the message is printed at the recipient’s machine.

Telex saves time for both the sender and recipient as the messages are brief precise and received immediately. However it’s an

expensive means of communication

iv) Facsimile (Fax)

This involves transmission of information through a fax machine. Both the sender and the receiver must have a fax machine.

These machines are connected using telephone lines

Fax is used to transmit printed messages such as letters, maps, diagrams and photographs. To send the information, one dials a

fax number of the required destination and then the document is fed into the sender’s machine. The receiving machine reproduces

the document immediately. It is used for long distance photocopying service.

v)Memorandum (Memo)

This is printed information for internal messages within an orgaanisation. It is normally used to pass information between

departments or offices in an organization.
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Television broadcasting (telecasting) does not reach as wide an audience as radio broadcasting in Kenya. It however serves

the same purpose of relaying news and information to Kenyans. Both radio and television stations are widely used for

advertising purposes.

The T.V subsector has been liberalized since 1999 and a number of privately owned stations have emerged e.g Kenya

Television Network (KTN) Nation Television, Family T.V etc. Prior to that time KBC television was in operation as a state

owned monopoly.

Other services that facilitate communication

i) Telex

ii) Facsimile

iii) Paging

iv) E-mail

Current trends and Emerging issues in communication

With the advancement of information technology (I.T) there has been a lot of revolution in communication.

The following are some of the current trends and emerging issues in communication;

i) Telephone Bureaux(Bureaus)

These are privately owned kiosks where telephone services are sold. The owner of the kiosk must get authority from

the service provider in order to run the bureau. The individual wishing to use the services of the bureau makes

payments to the owner of the service. Other services offered by the bureau include selling of scratch cards for mobile

telephones and credit cards for landline telephone services.

ii) Mobile phones (cell phones)

These are hand held telephones with digital links that use radio waves. They have become an important

business and social tool. This is because most people and traders want some flexibility to be able to

communicate whenever they are.

Other reasons that have led to the popularity of cell phones include:

 Pre paid services which enable the owners to control communication costs.

 Most cellular phones now allow the owners to browse the internet, check and send mail. This

allows business people to communicate research and even place orders.

 Cellular phones have short message services (sms) which enables the owners to send written

messages.

iii) E- mail ( Electronic Mail)

This is a service provided through the internet for sending messages.

It is similar to sending a letter through the postal system only that it is done electronically.

-Messages can be sent to anyone on the network, anywhere in the world. For this to take place, computers

have to be connected to each other to form a network.
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