


Introduction
The following report highlighted that different about the different business documents’ author will be looking at what is communication and the different type so communication which consists of Verbal and nonverbal communication. The report will draw your attention on the method of communication with organisation suing business email and letter of interest, there will be a brief highlight regarding memorandum with circular letter of communication which is used with the office setting. The report will draw your attention to business offers, newsletters and order placement letters. 
What is communication?
What is communication the means of transferring information from one person to the other? According to the Webster dictionary online 2020 “a process by which information is exchanged between individuals through a common system of symbols, signs, or behaviour the function of pheromones in insect communication also: exchange of information”. There are different types of communication such as email, letter, telephone, body language and memorandum which are used with today society. There are used with offices or working within a team. Communication can be broken down into two concepts that are non-verbal and verbal communication.
What is body language?
According to Ivy & Wahl 2014 cited in Maund, Schriek et al 2017,) it is a form of communication, is the process of sending and receiving messages without using the word, either spoken or written. Transmission of information through visual auditory, tactile. It also highlighted that 55% of interpersonal is done through body language according to Lavan 2002 cited in Maund, Schriek et al 2017.  Thoughtco.com 2019 indicated that Non- verbal communication is also called manual language it receiving and send messages and with words Nordquist 2019.  This type of communication is used through today, modern social which included workplace, school and well know the organisation.
There are many ways people or animals can communicate with others or to transmissions of messages, like eye contact, facial expressions, gestures between two persons or more. “55% of interpersonal messages are nonverbal, this means most of the humans using more nonverbal communications”. During meeting one can tell how to interpret what people mean by observing their posture, gestures, eye movements, and more, and holds up a mirror to give you a clear idea of how they are being interpreted by other.
The information and communication technology are essential for the business world, why it helps in terms of management, communication inventory and customer relationship. Information is a process of decision making, alter and costumers are essential for their market value since there are closer and faster relation/communication in between costumers and companies. 
There is three main way business use to get its resources and communicate. The information wrote the organization as well as outside namely: oral communication, written communication, electronic communication. All companies used electronic communication, like web conferencing, email, social media, web pages.
What is Email?
Electronic communication 2015 highlighted that an email was the first server created for electronic communication, is the most common and useful mode of communication in the modern world. Have different types of emails. According to Lannarelli and  O'Shaughnessy 2015   highlighted that communication technology can also be used to track employees and monitor their work production. Education sessions no longer need employers to gather everyone in one location. 
According to Holtsnider and Wheeler et, al 2010 indicated that email is the force that the send to think about what they are sending before they send it. they also mention that email our vital source of communication with the office or co-operate world. Within to world, the email is used to communicate between staff and employee or employer with the supplier. This is one of the easy and low-cost business communication method used in today society and business, the use of email in the business communication allows the company or organization to have a fast response to customer inquiries and quicker problem solving as it reduces time zone and distance barriers problems.
Varbal Communication 
The verbal communication is the used of words to share information with other though oral communication, for example giving a  speech or having a meeting with work colleagues over the telephone. You can improve your vocal communication skill by using by improving your pronounce and articulating effective in the language you are using. The must ways effective way to a  conversation is to have a clear understanding of the language. 
Verbal communication involves using speech to exchange information with others. According, Leal11 2019  highlighted that they usually communicate verbally in face-to-face conversations. Meetings, interviews, conferences, speeches, and phone calls are other forms of verbal communication. In the office, it ideal to communicate verbally to exchange ideas, understand diverse points of view and solve problems within the office or among a group of friends.
The spoken communication process has five process to go through there is the speaker ( message) the Encode which convert to words and gestures the Channel  ( Speaking face to face or on the phone, there is the decode the message which is what the other person interpret words and gesture and then the listener, afterword you get the feedback to the speaker. 
Giving feedback and receiving feedback is part of the communication process this will let the speaker then the message is received and understood. Feedback should be positive, objective and descriptive. Permit others to disagree with you after back be prepared to receive it listen to feedback with an open mind and learn what you can from it. 
Avoid interpreting disagreement or critical comment as a personal attack. identify what you have in common.  When writing a business letter to work colleague and associates it should be clear and concise. According to the University of North Carolina 2019, there are different types of business documents for examples Email, letter and letters. When writing a business letter, writing styles as to be formal and try not to leave out the reader or not to overly causal it can come across unprofessional. 
Letter of acknowledgement
With the letter of acknowledgement, it receipts to highlighting or acknowledge that the company have a receive letter and application. This follows up with a letter in interest to the applicant stating they are looking at the product or the application.
When writing a business letter tense the writer tense to keep the body to the letter direct and brief. Explain why they are writing the letter with the first paragraph, then provided more specifics within the following paragraph, when closing a business letter must recap the reason for writing. 
Company or organisation tense to use both letters of acknowledgement and interest to arrange an informational interview with someone at the company so that you can learn more about the organization.
On another hand, the client can use the letter of interest in trying to highlight the skill and experience and how valuable you could be to a department or company. Or the company could use the letter to highlight why our company is interested in the client why they should come to work in the company. A placement office or some from the human resource department (HR) will send out a to the client highlighting the following a certain college proposing the campus recruitment of their company.
Some organisation tense to ask the client why you are interested in the company. The client in respond in highlighting the types of position they are interested in the and department or division that like to work with. Some client may identify how they receive them the information and stated that they may want to know more about the company or individual.
Purchase order letter
There is a purchase order letter that is used within the private and public sector to be initiated by a placement letter the client or institution. This is the document that will illustrate the interest existent in a business deal. It sheds light into what is the merchandise needed, it helps prove the customer is happy with the features that were stipulated and other stipulations according to letters.org (2020).
An order letter might also be used to set up a timeline of when the products were ordered and should be delivered. On top of that, it states important information related to volumes and quantity, articles ordered, and payment method. 
What is a Memorandum?
As mention before memorandum is known in the office as Memo is a common communication form within organizations it can be used within a department or company to inform that staff what going on within the company or department. It is connected to one's memory, in the sense that its main characteristic is to exchange and recall information regarding the day to day tasks and responsibilities, experienced in a company. To sum up, a memorandum is a form of a short note, that is internally exchanged between employees and managers.  
The memo usual short or up to two pages general outline single lane and materials should be concise and easy to read. When writing a memo, it should not contain an address of the sender or recipient’s address. With the cooperate world memo is considered as a note of event or observation within the office. In the twenty-first centenary, the email would consider as Memo. The ways a memo is written is to the point and is always place at the top.  The date must be included and time with reference, and to the designates who has received the memo. Some memo will outlined some area of a meeting or it some with an agenda and outline the goal that you want to be achieved.
According to business communication article 2013, it highlighted that a circular letter has been around for several years and, still today they represent an effective form of communication, with minimum costs. It was used before Facebook and Yams which is used to inform the work colleague of what going on within the workplace Its main objective is to inform a substantial group of people at once. It’s usually written in the form of an announcement, which is then distributed to a large audience.
What is Circular letter?
Circular Letter definition according to J. H. Jains quoted, “The advancement of a business through the easiest and fruitful way is known as the circular letter. "cited on the business communication article 2013.  Sometimes company get confuses the circular letter and Business newsletter, this newsletter is a printed form of a report containing news and information of the activities of the business either public or private sector this can come as form email. Or a paper copy.
The newsletter tense to send to by mail on regularly every month. The organisation that send out these business newsletters are usually clubs and association; these are sent out to the member to n form that of any development or any achievement. According to the commpanyslettercom highlighted that company letter helps to light the staff morale and high lightened the customer service levels. And it also used to keep the staff inform Kandler 2020.
Business letter
These business newsletters are usually done in the office administers and sometimes asked their other staff if they have something or news they want to share with the colleague. 
Business or organisation will work with other company on projects or bidding work and they need to write an offer letter to the company stating the cost of the project in return, the business writes an offer letter to the partner or the company to give the OK on the project how they are implemented it.  Some company looks at problem though case studies from other companies. 
Case study
According to Roberta Heale, Alison Twycross 2018 highlighted that cases study holistic depth investigation of an event or community.  used to gather from of a variety of source and by servals different of the method with include observation an interview. The case studies tense to look at period times to highlight and record what goes on. Some company look at case studies of other company to try to solve the problem with their company. me times, rapidly solution and commutates that solution effective man. 
Some company tends to produce journal on the company to highlight their success story or way they can improve the company. Sometimes case studies approach is particularly useful to employ when there is a need to obtain an insight of issue or event. The case stays usual base on real-life experience. Sometimes the case study approach tense used real data to make the concrete point and company will use this within their meeting or report.
Conclusion
With the report there was a lot of difficulty of address the report there was a lock for resources to write an effective paper and try to draw from my examples working in office setting over the period. The report shortcoming for or lack of example need in some area but given the background, the ability to highlight examples. 
The report has highlighted how organisation communicated to the worker and potential client and employee. The report has driven from real-life experience. 
Within the report, it indicated some best practices of how companies with the means of communication which is nonverbal and verbal. There more reading could need to help to highlight the knowledge and ways they report turn out.








Reference 
What Is Nonverbal Communication?  https://www.thoughtco.com/what-is-nonverbal-communication-1691351 8.04.2020
The Technical Side John G. Iannarelli, Michael O’Shaughnessy, in Information Governance and Security, 2015 https://www.sciencedirect.com/topics/computer-science/electronic-communication 08.04.2020
Chapter 8 - Integrating Automation into Your Development Process https://www.sciencedirect.com/science/article/pii/B9780123815200000084 08.04. 2020 BillHoltsniderTomWheelerGeorgeStragandJosephGee
4 Essential Keys to Effective Communication in Love, Life, Work--Anywhere!: A How-To Guide for Practicing the Empathic Listening, Speaking, and Dialogue Skills to Achieve Relationship Success  by  Bento C. Leal III Author
 Writing centre https://writingcenter.unc.edu/tips-and-tools/business-letters/  access 08.04.2020

https://companynewsletters.com/costeffect.htm/ access 9.042020

