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The purpose

Internal : between people in the same business

Introduction External : with people outside the business

Pre-Test

1.1.1 Internal communication
_ Internal communication is particularly important. It links together
all the different activities involved in a business. It also aims to ensure that
all employees are working towards the same goal and know exactly what
they should be doing and by when.
Examples of internal communication include:

- Formal meetings and briefings

- E-mail

- Intranets
- Wikis, blogs, podcasts, internal social media tools @
Next
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PRE-TEST
The purpose
Activity 1: Write a word relating to “communication” in each oval.

Introduction

Content

Post-Test
Activity 2: Read the following text(1.1). Then answer the questions.
1. What does "communication” mean?
2. What are the two kinds of communication?

° °
q 3. Give an example of internal communication.
A4

4. Give an example of external communication.

5. When you use the Internet, what kind of communication is it? @
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