
COMMUNICATION 

Definition 

This is an aid to trade which involves conveying information from one person to another or from one 

organization to another. 

Communication involves sharing and exchanging of ideas. 

Communication comes from a Latin word commune meaning to share. 

Question 

Explain any three methods of used in communication 

Methods used in Communication 

These are also called channels of communication. They include oral or verbal communication and audio-

visual communication. 

Oral communication may be through personal contact, radio, TV, telephone etc. 

Written communication takes different forms like letters, newspapers, telegrams, telex, journals etc. 

( a )Oral Communication 

It is the exchange of messages from one individual to another verbally. It may be face to face. It may also 

involve use of drums and bells in some communities. It also involves use of telephones, televisions, radio 

calls etc. It may also involve conversations, meetings, conferences, interviews, training etc. 

Advantages of Oral Communication 

i. It saves time compared to written communication. 

ii. It is cheap especially for short distances since no costs are involved at all. 

iii. It avoids errors/mistakes which may result from the use of telegrams. Telegrams tend to be too 

brief. 

iv. It creates direct contact between the two parties i.e. buyers and sellers. 

v. It gives room for detail discussions about the goods, their prices, terms of payment and terms of 

deliverance. 

vi. It can be used by illiterates i.e. those who do not know how to read and write. 

vii. Firsthand information is given to the listener. 

viii. The sender gets a feed back immediately. 

Disadvantages of Oral Communication 

i. It may not be taken seriously because of lack of written evidence between the two parties. 

ii. It may turn out to be expensive if the message is sent to a long distance by phone system. 



iii. Errors may arise from misunderstandings of speakers especially where the message is misheard 

or poorly pronounced. 

iv. Illustrations in form of diagrams cannot be made through oral communication. 

v. Information cannot be stored. This means that information can be forgotten easily. 

vi. People who are deaf and dumb cannot use this communication. 

vii. In case a person is absent, he/ she may miss out the message.  

viii. Language barrier in case the receiver doesn’t understand the sender’s language. 

( a ) Written Communication 

It involves messages/information sent or received in writing. It includes letters, magazines, newspapers, 

fax etc. 

Advantages of Written Communication 

i. It provides written records for future reference. 

ii. It serves as legal evidence for contracts between two parties. 

iii. It makes it possible for information to be reproduced and distributed to different parties. 

iv. The message can be sent or received at any time. 

v. It is suitable for sending messages over long distances e.g. by telex, fax etc. 

vi. Illustrations like pictures can be sent. 

vii. The deaf are catered for in written communication. 

Disadvantages of Written Communication 

i. It tends to be expensive for long distances especially fax services. 

ii. There is lack of direct contact between the parties involved. 

iii. There is a danger of changing the message through forgery. 

iv. Some messages are too brief to provide enough information e.g. telegrams. 

v. It can only be used by those who are literate. 

vi. It takes a lot of time to write and sent information or messages. 

vii. One can lose information through destruction by fire, water etc. 

viii. The blind cannot easily use this form of information. 

Oral communication written communication 

Meeting 



Telephones 

Radio calls 

Face to face 

Video conference 

Public address Letters 

Telegrams 

Notices 

Circulars 

Memorandum 

e-mails 

telefax 

reports 

Question 

Explain any seven importance of communication in the development of trade 

Importance of Communication 

i. Modern communication systems enable producers to keep in touch with buyers hence widening 

the market for their goods. 

ii. Communication saves money and time e.g. the telephone system when used for long distance 

communication. 

iii. In case of accidents, communication helps to save lives of victims and also save goods from 

damage. 

iv. It enables consumers to forward their complaints or opinions about a particular commodity to 

the producers. 

v. It provides employment opportunities to business mean, mobile phone companies, post office 

etc provide jobs to many people. 

vi. Communication is important in linking up markets. Regions of scarcity and surplus are linked up 

hence overcoming shortages and unnecessary surpluses. 

vii. Communication provides a link between a firm (producer) and the outside world. Information 

about other countries can be got through communication. 

viii. It enables goods and services that are available to be advertised to the public. This creates 

market for goods and services. 



ix. Communication facilitates the laying down and passing of regulation and instruction from one 

person to another. 

x. Written communication provides permanent records about transactions and can be used for 

future reference. 

xi. Communication makes it possible to acquire information concerning delivery, packing, payment, 

distribution of goods etc. 

xii. It makes the public aware of the nature of goods and services in the market which may increase 

the level of consumption. 

 

SERVICES PROVIDED BY POST OFFICE 

 

1. Postal Services 

These are available to send or deliver messages. These messages can be in form of letters or parcels. 

Letters are sent by the following means:- 

a) Ordinary Post 

This is where letters are sent through post office after fixing the necessary posting stamps. Ordinary post 

may be:- 

(i) Surface mail: These are transported by road. 

(ii) Air mail: These are transported by air. 

 

b) Registered Post Mail 

This is a method of ensuring safe delivery of messages and valuable items. On top of the post stamp, an 

additional fee is charged and a letter is registered at the post office. A receipt is issued in return. The 

letter is put in a special envelope from the post office and in case it gets lost, compensation is made by 

the post office. 

c) Expressed Mail 

Under this service, extra attention is given to the letter to ensure that it is quickly delivered. 

d) Speed Post 

Under this service, letters are normally delivered on the same day they are posted. For this purpose, the 

sender had to pay more money than it is the case with other services. 

d) Letters 

These are sent to any destination in and outside the country. 



Qualities of a good letter. 

• A good letter should be well dated ie it should show the date when it was written 

• It should have a subject matter 

• It should be written in a clear language which is understandable by the receiver. 

• It should have correct spelling and grammar 

• It should possess the name of the sender. 

• It should be well addressed. 

Advantages of Letters 

i. Letters keep information for future reference since they can be kept as records. 

ii. Letters enable details to be included. Such details may include personal information, diagrams, 

illustrations etc. 

iii. Letters are less costly than other forms of communication. 

iv. Privacy is assured through letters since the information may not be accessed by any other 

person other than the rightful person. 

v. It’s possible to make copies of information 

vi. It enables the reader to reread the information. 

vii. It serves as a legal evidence of contract. 

viii. Instructions and pictures may be used. 

Disadvantages of Letters 

i. They do not provide immediate replies because it takes time for the message to reach its final 

destination. 

ii. It is a slow means of communication and therefore not suitable for urgent message. 

iii. The illiterate and blind cannot benefit from letters unless helped by the third party. 

iv. It is time consuming especially for the busy people since it involves writing and sending. 

v. Only those people with post office rental boxes enjoy the services of post office for receiving 

letters. 

vi. Letters may get lost on the way. 

vii. There is no physical contact between the sender and the receiver. 

 

 



2) Telecom or telephone services 

 This is one of the quickest means of oral communication where people speak to each other through the 

telephone receiver. 

Advantages of Telephones 

i. Telephones make it possible for one to make or receive a call from anywhere as long as the area 

has network. 

ii. It is a very fast means of sending and receiving messages. 

iii. It is accurate and relatively cheap. 

iv. It saves money and time for moving. 

v. It is convenient for the blind. 

vi. Any language may be used on the phone. 

vii. Mobile phones may be used for sending text messages hence being economical. 

viii. It is easy to receive immediate responses as compared to a written letter. 

ix. No land lines can be used or fixed on a fax machine to facilitate communication through fax. 

x. Telephones are portable and therefore easy to move around with. 

Disadvantages of Telephones 

i. Their use is limited to only those who can afford to buy and maintain them. 

ii. They are expensive to buy in addition to the cost of buying air time for making calls increases 

the expenses. 

iii. There is no physical contact between those who are communicating. 

iv. There is limited privacy since phone information can be trapped by the phone companies. 

v. Mobile phones have negative health effect on the people who use them. 

vi. Mobile phone sets can easily be stolen. 

vii. Mobile phones have promoted moral decay in society. 

3. Telegram services 

Telegrams are brief forms of written information sent by a method called telegraph. 

The cost of ca telegram depends on the number of words you say and therefore it is necessary to use as 

few words as possible when sending a telegram. 

The addressee receives a printed copy of the message either the same day or the following day. 

Consider the given information:- 



 Dear Aunt, how are you? We are all fine at home except that Andrew has not been going to 

school for the past seven days. He is suffering from malaria and was admitted in Nsambya Hospital 

yesterday. You need to come and see him and also give us some funds for treatment and requirements. 

        Your loving daughter, 

        ANGELLA .K. 

 

Below is the above letter summarized in form of a telegram? 

Aunt, Andrew is sick admitted in Nsambya Hospital. Come with funds for treatment. 

        Angela. 

4) Telex services 

This is sending of information by a machine called telex printer. This provides a directory between 

subscribers and other users all over the world. The messages are typed on a sender’s machine and 

directly sent on the receiver’s machine. 

The advantage with the telex is that even if the receiver’s machine is unattended to, it will keep the sent 

messages. This is common among large companies like air lines at embassies. 

Another advantage is that information is sent very fast and the reply is received immediately. 

Written information by a telex can be stored for future references. It works even if there is no operator 

at the receiving end. 

The system is disadvantageous because it is only used by big companies which is a dis-service to small 

companies. 

5) Fax services 

This is a method of written communication where hand-written messages are transmitted over long or 

information appears on the paper automatically. 

It is one of the modern methods of written communication and it can be used to transmit drawings, 

marks over long distances in their real form.  

 

6) Radio call services 

This is also a modern communication system by which messages can be transmitted in one direction at a 

time such that when one is speaking, the other only listens. It is therefore necessarily to say over after 

one person has finished speaking as a signal to the other person to reply. 

 

7) Franking machine services 



This is a machine that prints the amount of postage on the envelope, name of the sender and the point 

of destination. The post office is paid the total amount indicated by the machine at the end of each 

month. Firms using franking machines therefore do not have to buy postage stamps. 

8) Business Reply service 

This is a method used by firms/individuals who want to get replies to the letters they have sent without 

the addressee meeting any expenses. Usually a card or an envelope is enclosed within the letter by the 

sender such that the addressee defects the reply using that card of envelope without meeting any 

expenses for postage. 

9) Express and special delivery services 

Under this service, the post office operates a messenger service where the letters are delivered to the 

addressee by the fastest means possible. An additional fee is charged for this service depending on the 

distance and weight of the letter. 

The letter is marked with the words express at the left hand side/corner. 

10) Select post 

This is where an organization requests the post office to arrange the letters that the organization is to 

receive according to the departments in that organization. This means that the letters should bear the 

department where they are to be delivered. An extra fee is paid to the post office to this service. 

FACTORS TO CONSIDER WHEN CHOOSING A COMMUNICATION MEDIA 

i. The cost: One has to consider the cost involved when sending a message e.g. sending a letter 

may be cheaper than making a phone call. 

ii. Urgency of the message: If the message is very urgent, it is better to use the fastest means of 

communication e.g. telephone. 

iii. Reply: If the message requires an immediate reply, then it is better to use the telephone instead 

of using a letter. 

iv. Confidentiality: If the message to be sent is confidential then the best method would be by using 

a letter or face to face. 

v. Content of the message: If the message is detailed, it is better to send it using letters of face to 

face than using telephone. 

vi. Need for reference: Messages requiring record of reference should be sent using letters instead 

of telephone, radio, face to face etc. 

vii. Distance involved: Letters and telephones are the best for long distances compared to face to 

face communication. 

BARRIERS TO EFFECTIVE COMMUNICATION 

i. Language barrier: Language is a problem where interpretation of some information may be 

difficult 



ii. Lack of interest in the message: Sometimes people may lack interest in the message. This means 

that the message may not be understood. 

iii. Poor listening by the people who are supposed to receive the information. This may lead to 

misunderstanding of the information. 

iv. Differences in the way of communication among different people: This may be due to 

differences in age, cultural backgrounds etc. 

v. Wrong contact address: Some letters may not reach their proper destinations as a result of 

using the wrong address. 

vi. Distractions in the surrounding: This may interfere with effective communication e.g. noise, bad 

smell, people passing by etc. 

vii. Delay in the transmission of information: For example if a letter has been sent to inform some 

person about the death of another and such a letter is received after one month, it may not serve any 

useful purpose. 

viii. Political instability in some regions: This leads to interference with the communication network. 

ix. Poor mobile phone networks in some areas: This makes communication to such areas very 

difficult. 

x. Personality of the sender: If the sender is hostile or if the information/message is not properly 

prepared, it may create a negative attitude among those who are supposed to receive the information. 

xi. Faulty translation: This may result from the use of difficult words in letters and even telephone 

communication. 

MEASURES TAKEN TO IMPROVE COMMUNICATION IN UGANDA 

i. There has been liberalization of the communication industry. Many private investors have been 

allowed to invest in communication. 

ii. Many new private investments have been set up to improve on communication e.g. F.M radios, 

mobile phone networks etc. 

iii. The Uganda posts and telecommunications have been split into two i.e. Uganda Post Limited 

and Uganda Telecom Limited etc. 

iv. Postal buses have been introduced to enable quick delivery of letters and parcels. 

v. The computerization of telephone exchange systems has enables the handling of many calls at 

the same time. 

vi. Mobile phone companies e.g. MTN, AIRTEL, Orange, UTL have expanded their networks to many 

parts of the country. 

vii. Introduction of mobile phones has also increased use of phone services in the country. 



viii. The introduction of the internet has also improved the level of communication and provision of 

information. 

Guiding Questions: 

1. Explain the various ways how the post office sends/remits money. 

2. Write short notes on each of the following:- 

i. S.T.D (Subscriber Trunk Dialing) 

ii. P.B.X. (Private Branch Exchange) 

iii. P.M.X.B (Private Manual Exchange Branch) 

iv. P.A.B.A (Private Automatic Branch Exchange) 

3. Explain the methods of communication 

4. Explain the barriers to effective communication 

5. What are the advantages and disadvantages of using telephones? 

HOW THE POST OFFICE REMITS MONEY? 

• Through money order: 

The person wishing to send money is required to fill an application form which he must hand over to the 

post officials with the amount to be sent plus a small fee. The issuing post office will issue the sender 

with a receipt which will be sent in a different envelope to the payee. On receiving this letter, the payee 

takes it to his post office and claims the money. 

• Through telegraphic money orders: 

This is used for emergency payments. The payee is sent a telegraph that he uses to claim the money 

from the post office. 

• Postal orders: 

These are used for sending small sums of money. They are issued in fixed denominations payable to any 

post office. Payment can be made to any person upon presenting it. 

• Money order: 

 

 

 

• Paying through the registered post office: 

Under this form, a person pays a creditor by sending cash or cheques through registered post office. The 

post office usually offers special envelopes where money is sealed and sent to the payee’s nearest post 

office. 



• Postage stamps: 

Some individuals accept postage from their debtor as payments to smaller or minor debts e.g. if you are 

staying  in a rural area and you have a debtor  living in an urban area, if it is a small debt for example one 

thousand, you can easily ask him to send you stamps of the same value. You take the stamps to the post 

office and money equivalent is given to you. 

 

S.T.D  - Subscriber Trunk Dialing 

This is a system under which an individual can dial any number without passing through the switch 

board operator or post office. 

 

P.B.X  - Private Branch Exchange 

This is an internal telephone service/system that connects various extensions of the same firm e.g. in a 

school there can be this system to bursar’s office, staffroom, warden’s office, secretary’s office etc. 

 

P.M.X.B - Private Manual Exchange Branch 

This is a telephone system where the telephone operator connects all incoming and outgoing telephone 

calls in the organization. 

 

P.A.B.X - Private Automatic Branch Exchange 

This is where incoming and outgoing calls are made without connecting the telephone operator in the 

organization. 

 

 

 

 

 

 

 

 

 


