PENANG SANGAM HIGH SCHOOL

YEAR 9
OFFICE TECHNOLOGY
WORKSHEET 24
LESSON NOTES AND ACTIVITY
STRAND OT 9.3 Office Administration
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LEARNING 4 Identify and explain the five levels of communication.
OUTCOME 4 Understand the use of different forms of communication medium.

LEVELS AND MEDIUM OF COMMUNICATION

There are five levels of communication:

1.

2.
3.
4

Intrapersonal - occurs within one’s self. Eg. Thinking

Interpersonal - occurs in conversation and discussions.eg between two or more people.

Mediated - when people use the telephones, reports and memos.

Person - to - group - where the speaker communicates to an audience eg, traditional speaker or
teacher.

Mass communication - reaches a large public, eg print media (newspapers, magazines) or electronic
media (television, internet)

The way a message is transmitted is known as the medium. Different mediums include:

v AL

A letter - is a medium of formal communication used between organizations and their customers and
clients.

A memo is a medium of formal communication used within the organization.

A report - an account given of a particular matter, especially in the form of an official document.

A newsletter - bulletin used periodically to the members of a society or other organizations.

A message on the notice board - organizations usually display graphs, data, facts and other relevant
information on business trends for employees

A meeting - two or more people convened for the purpose of achieving a common goal through verbal
interaction, such as sharing information or reaching agreement.

A fax message - transmission of scanned printed material (both text and images), normally to a
telephone number connected to a printer or other output device.

An email - is a text message sent or received over a computer network.

Business Letter - this is used for formal communication to clients/customers and other organisation.
Business Letter Format
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@npanv Name Here
/ >—

“Company dogan here’

123E My Address Averne o Chcago, IL 60614-0040

LETTERHEAD - special printed paper
having the details of a particular
organization. Used for communicating with
other {outside) organizations/institutions.

i i 7) §88.884¢ o o cotnaneksts oo
1 the |ettel’ is written and 1. 2020000 ¢ hJF WW ..f-.}é.l, :t.... ..ﬁ._z

ay, month and year.

COIMPIJOTS]C

REFERENCE - Helps in filing and indicates

CONFIDENTIAL

v

the file reference (comp), writer’s initial (jb) and
typist’s initial.

SPECIAL HEADING - indicates the

Bondwell (Fiji) Ltd

LAUTOKA

Dear Sir

v

importance of a letter.

INSIDE ADDRESS - the address of the
organisation or person to whom the letter is

P O Box 4343 being sent to

ATTENTION LINE - identifies the person

Attention: Mr Jim Red, Sales Manager —_» concerned regarding a particular letter.

SALUTATION - Formal greeting of a business

COMPUTER COMPONENTS — |

), 9,9,9,9.9,9,9.9.9,9.9.9.9,9.9.9.9,:9.9.9,9,9.9,9,9,0,0,0.¢ M
1:9,9,9.9,9,9,9.9.9,9.9.9.9,:9.9,9.9.9.9.9,9.9.9,.9:9.9,0,0.¢
), 9,9,9,.9.9,9,9,.9.9,9,:9.9,9,9,:9.9.9,9.0.0,¢

), 9,9,9,9.9,9,9.9.9,9.9.9.9,9.9.9.9,9.9.9,0,9.9,9,9.0,0,0.¢
0:9,9.9,9,.9.9,9.9,9.9.9,9.9,9.9,9,9.9,9.9,9,.9.9,9.9,0.9,0.¢
) 9,9,9,9.9,9,9,.9.9,9,.0.009.9,9.9,9,9,9.9.9,9.9.9,9,0.0.0,4
0:9,9.9,9,.9.9,9.9,9.9.9,9.9,9,9,9,.9.9,9.9,9,.9.9,9.9,0.9,0:¢

Enclosed please find the details of our requirementj

letter.

[ — | SUBJECT HEADING — informs the reader

about the contents of the letter.

> BODY OF THE LETTER - paragraphs

containing the information about the purpose of
the letter.

COMPLIMENTARY CLOSE - formal ending of
a business letter.

Yours faithfully

MANAGER

NAME OF THE WRITER (SIGNATORY) -

JOHN BROWN /"" person writing the letter.

» | DESIGNATION - the position of the person,

ENC
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writing the letter, in the organization.

 \> ENCLOSURE NOTATION - indicates that

something is attached with the letter.

20



Activity

1. Differentiate between Intrapersonal and Interpersonal communication.

2. What is mass communication?

3. List and explain three medium used to transmit the message.

4. What is the purpose of the business letter?

THE END ©
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