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Training Objectives 



 
 
 

1. Enhance basic communication skills. 

2. Introduce simple documentation techniques. 

3. Foster confidence in sharing information and documenting experiences. 

Materials Needed 

 Flip charts and markers. 

 Handouts with key concepts. 

 Pens and paper for participants. 

 Snacks and refreshments. 

Module Overview 

SL.NO Activity Time 
1  Introduction  (30 minutes) 

i  Welcome and Icebreaker: A simple game or activity to 

make participants feel comfortable 

 . Overview of the Day: Explain the objectives and 

agenda. 

 

2 Understanding Communication  

 Types of Communication: Verbal, non-verbal, and 

written. 

 Active Listening: Importance of listening in effective 

communication. 

 Practical Activity: Role-play scenarios to practice 

listening and responding. 

(1 hour) 

3 Basic Documentation Skills 

 What is Documentation?: Importance and 

examples (keeping records, writing letters, etc.). 

 Simple Documentation Techniques: 

(1 hour) 

4 Effective Communication Strategies (1 hour) 

 Clear and Simple Language: Using everyday 

language. 

 Storytelling: Sharing experiences in a relatable way. 

 Practical Activity: Participants share a short story or 

 



 
 
 

experience with the group. 

5 Group Work (1 hour) 

 Discussion Topics: Divide participants into small 

groups to discuss specific topics (e.g., local issues, 

health, education). 

 Documentation of Discussions: Each group notes key 

points and shares with others. 

 

6 Wrap-Up and Q&A (30 minutes) 

 Review Key Learnings: Summarize the day's topics. 

 Open Floor: Allow participants to ask questions and 

share feedback. 

 

7 Closing (30 minutes) 

 Thank Participants: Acknowledge their efforts and 

participation. 

 Provide Materials: Handouts summarizing key points 

and tips. 

 Encourage Practice: Motivate participants to practice 

their skills in daily life. 

 

 

Training Methodology: 

Flow -Steps Methodology/ 
Process 

Description Duration Require resources 

Step – 1 Mind Jog Ice breaking, 
Introduction 
sharing 

An energizer  15 Minutes  

Step – 2 Personal 
connection 

Storytelling, Guest 
speaker 

Experience from 
personal life 

30 Minutes  

Step – 3 Information 
Exchange 

Audio Visual, Role 
play, Case study 

Storytelling, 
Knowledge 
sharing 

30 Minutes  

Step – 4 
 Real World Connection & 
Feedback 

Lecture, 
storytelling & 
Interactive 

Connect with 
own life and plan 
for further 

15 Minutes  

 



 
 
 

Introduction to Communication and Documentation 

Welcome! Today, we’re going to explore the essential skills of communication and 

documentation, which are vital for sharing information, connecting with others, and keeping 

records in our daily lives. 

Communication is more than just talking; it involves listening, understanding, and sharing ideas 

effectively. Good communication helps build relationships, solve problems, and express needs 

and feelings. Whether we’re speaking to a friend, participating in a community meeting, or 

conveying important information, clear communication is key. 

 Training Objectives 

1. Enhance Communication Skills 
o Improve verbal and non-verbal communication abilities. 

o Foster active listening skills to ensure understanding and engagement. 

o Encourage the use of clear and simple language in everyday conversations. 

2. Build Confidence in Sharing Information 
o Provide strategies for expressing thoughts and ideas effectively. 

o Encourage participants to share personal stories and experiences within the group. 

3. Introduce Basic Documentation Techniques 
o Familiarize participants with the purpose and importance of documentation. 

o Teach simple methods for note-taking, creating lists, and recording information. 

4. Promote Collaborative Learning 
o Facilitate group discussions to encourage sharing of perspectives and ideas. 

o Create an environment where participants can learn from one another’s 

experiences. 

5. Empower Participants to Apply Skills in Daily Life 
o Encourage the practical application of communication and documentation skills in 

community settings. 

o Inspire participants to document important community events, needs, and 

resources. 

6. Foster a Supportive Community Atmosphere 
o Build a sense of community and support among participants, encouraging 

ongoing practice and improvement. 

Strategies for Effective Communication and Documentation 

Communication Strategies 

1. Active Listening 
o Encourage participants to listen attentively without interrupting. 

o Teach techniques like summarizing or asking clarifying questions to ensure 

understanding. 

2. Use of Simple Language 
o Emphasize the importance of using clear and straightforward language. 



 
 
 

o Avoid jargon and complex terms that may confuse listeners. 

3. Non-Verbal Communication 
o Highlight the role of body language, facial expressions, and eye contact in 

effective communication. 

o Encourage participants to be aware of their non-verbal cues. 

4. Encourage Open Dialogue 
o Create a safe space for participants to express their thoughts and feelings. 

o Promote respectful discussions where all voices are heard. 

5. Storytelling Techniques 
o Teach participants how to share their experiences through storytelling. 

o Use storytelling to make messages relatable and memorable. 

 

What is communication and types of Communication 

Communication is the process of exchanging information, ideas, thoughts, or feelings between 

individuals or groups. It can occur through various channels and forms, and it plays a crucial role 

in human interaction. 

Types of Communication 

1. Verbal Communication: 

o Oral: Speaking directly to someone, such as in conversations, speeches, or phone 

calls. 

o Written: Communicating through written words, including emails, letters, 

reports, and texts. 

2. Nonverbal Communication: 

o Body language: Facial expressions, gestures, posture, and eye contact. 

o Paralinguistics: Tone of voice, pitch, and volume. 

o Proxemics: Use of personal space. 

o Haptics: Communication through touch. 

3. Visual Communication: 

o Use of images, graphs, charts, and other visual aids to convey information or 

ideas. 

4. Digital Communication: 

o Communication through digital platforms, including social media, online 

messaging, and video conferencing. 

5. Interpersonal Communication: 

o Direct, face-to-face interaction between individuals. 

6. Group Communication: 

o Interaction within a group, such as meetings or team discussions. 

7. Public Communication: 

o Addressing an audience, often in formal settings like speeches or presentations. 

 



 
 
 

Importance of listening in effective communication. 

Listening is a vital component of effective communication for several reasons: 

1. Understanding: Active listening helps ensure that the message is fully understood. It 

allows the listener to grasp the nuances of what is being said. 

2. Building Trust: When people feel heard, it fosters trust and strengthens relationships. 

Good listening shows respect and validation of the speaker’s thoughts and feelings. 

3. Encouraging Openness: Effective listening creates a safe environment where 

individuals feel comfortable expressing their ideas and concerns, leading to more 

meaningful exchanges. 

4. Reducing Miscommunication: By attentively listening, you can clarify 

misunderstandings immediately, reducing the chances of conflict and confusion. 

5. Improving Problem-Solving: Listening to different perspectives can lead to better 

collaboration and more creative solutions to problems. 

6. Enhancing Learning: Listening enables individuals to learn from others' experiences 

and knowledge, promoting personal and professional growth. 

7. Demonstrating Empathy: Active listening conveys empathy, showing that you care 

about the speaker’s feelings and viewpoints, which can strengthen emotional connections. 

What is Documentation? 

Documentation refers to the process of systematically recording and organizing information, 

data, or evidence for various purposes. It can take many forms, including written records, digital 

files, images, and more. Documentation is crucial in both personal and professional contexts, 

serving as a reference for future use. 

Importance of Documentation 

1. Record Keeping: Documentation helps maintain accurate records of activities, decisions, 

and transactions, which can be critical for legal, financial, and operational purposes. 

2. Communication: Well-documented information facilitates clear communication among 

team members, stakeholders, or clients, ensuring everyone is on the same page. 

3. Accountability: Documentation establishes a trail of responsibility and accountability, 

making it easier to track who did what and when. 

4. Compliance: Many industries require documentation to comply with regulations and 

standards. Proper records help demonstrate adherence to these requirements. 

5. Knowledge Sharing: Documenting processes and procedures enables knowledge transfer 

within organizations, ensuring that information is accessible to current and future 

employees. 

6. Performance Evaluation: Documentation provides a basis for evaluating performance, 

whether for individual employees, teams, or entire projects. 

7. Continuity: In case of personnel changes, documentation ensures that critical 

information and workflows are preserved, allowing for smoother transitions. 



 
 
 

Examples of Documentation 

1. Keeping Records: 

o Financial Records: Invoices, receipts, and expense reports. 

o Project Documentation: Project plans, timelines, and meeting notes. 

2. Writing Letters: 

o Formal Correspondence: Business letters, cover letters, or official notices. 

o Informal Communication: Thank-you notes or personal letters. 

3. Reports: 

o Progress Reports: Summaries of project status and achievements. 

o Research Reports: Detailed findings from studies or surveys. 

4. Policies and Procedures: 

o Employee handbooks, standard operating procedures (SOPs), and compliance 

guidelines. 

5. Emails: 

o Important communications can serve as records for decisions and agreements. 

Simple documentation techniques you can use to create clear and effective 

documentation: 

1. Clear Structure 

 Table of Contents: Start with an overview to help users navigate. 

 Headings and Subheadings: Use descriptive headings to break up content. 

2. Consistent Formatting 

 Font and Style: Use consistent fonts, sizes, and colors for headings, subheadings, and 

body text. 

 Bullet Points and Numbered Lists: Use these for lists to improve readability. 

3. Visual Aids 

 Diagrams and Flowcharts: Use visuals to illustrate processes or systems. 

 Screenshots: Include images to show steps in software documentation. 

4. Concise Language 

 Short Sentences: Keep sentences brief to enhance clarity. 

 Avoid Jargon: Use simple language unless technical terms are necessary. 

5. Examples and Scenarios 

 Use Cases: Provide examples to illustrate how to apply the information. 

 Step-by-Step Instructions: Break down tasks into manageable steps. 



 
 
 

6. Version Control 

 Document History: Keep track of changes with dates and version numbers. 

 Change Logs: List what has changed in each version for reference. 

7. User Feedback 

 Surveys or Forms: Include options for users to give feedback on the documentation. 

 Review Cycles: Regularly review and update documentation based on user input. 

8. Accessibility Considerations 

 Alt Text for Images: Provide descriptions for visual elements. 

 Color Contrast: Ensure text is readable against background colors. 

9. Search Functionality 

 Indexing: Create an index for easier searching. 

 Keywords: Use keywords throughout the document to improve searchability. 

10. Documentation Tools 

 Markdown: Use Markdown for simple formatting without heavy tools. 

 Wikis or Collaboration Tools: Use platforms like Confluence or Notion for 

collaborative documentation. 

Documentation refers to the systematic process of creating, maintaining, and managing written 

records that provide essential information regarding procedures, systems, or products. This 

practice encompasses various forms, including manuals, guides, reports, and specifications, and 

serves multiple purposes within an organization. 

Key Components of Documentation: 

1. Purpose and Scope: Documentation delineates the objectives it aims to achieve, whether 

for compliance, training, or knowledge transfer. It defines the boundaries of the 

information provided. 

2. Types of Documentation: 

o Technical Documentation: Includes detailed descriptions of systems, processes, 

or technologies, often intended for technical audiences. 

o User Documentation: Designed for end-users, this type often consists of 

manuals, FAQs, and troubleshooting guides that facilitate effective usage of a 

product or service. 

o Process Documentation: Captures the methodologies and workflows employed 

within an organization, serving as a reference for best practices and standard 

operating procedures. 



 
 
 

3. Importance: 

o Knowledge Management: Documentation acts as a repository of organizational 

knowledge, ensuring that critical information is preserved and accessible for 

future reference. 

o Consistency and Compliance: It helps maintain consistency in operations and 

can serve as evidence of compliance with regulatory requirements or industry 

standards. 

o Training and Onboarding: Well-structured documentation aids in the training of 

new employees and helps streamline the onboarding process by providing 

necessary resources. 

4. Best Practices: 

o Clarity and Precision: Documentation should be written in clear, concise 

language to ensure understanding across diverse audiences. 

o Regular Updates: It is crucial to maintain documentation through regular reviews 

and updates to reflect any changes in processes or technologies. 

o Accessibility: Effective documentation should be easily accessible to relevant 

stakeholders, utilizing appropriate formats and platforms to enhance usability. 

In summary, documentation is a fundamental aspect of organizational communication that plays 

a pivotal role in ensuring clarity, continuity, and compliance across various functions and 

processes. 

 

 

Effective communication strategies to enhance clarity and 

understanding: 

1. Active Listening 

 Focus Fully: Pay attention and avoid distractions. 

 Show Engagement: Nod, use affirming words, and maintain eye contact. 

2. Clear and Concise Messaging 

 Be Direct: State your message clearly without unnecessary jargon. 

 Keep It Simple: Use straightforward language to avoid confusion. 

3. Nonverbal Communication 

 Body Language: Be aware of your posture, gestures, and facial expressions. 

 Tone of Voice: Use a tone that matches your message; enthusiasm can be contagious! 

4. Empathy and Understanding 



 
 
 

 Put Yourself in Their Shoes: Acknowledge others’ feelings and perspectives. 

 Validate Emotions: Recognize and affirm the feelings of others. 

5. Tailor Your Approach 

 Know Your Audience: Adjust your language and style based on who you’re 

communicating with. 

 Be Culturally Sensitive: Be aware of cultural differences that may affect 

communication. 

6. Open-Ended Questions 

 Encourage Dialogue: Use questions that invite elaboration and discussion. 

 Clarify and Confirm: Ask follow-up questions to ensure understanding. 

7. Feedback Loop 

 Encourage Responses: Ask for feedback to ensure your message is understood. 

 Be Receptive: Accept feedback gracefully and adjust as needed. 

8. Use Visual Aids 

 Charts and Graphs: Visuals can help convey complex information simply. 

 Presentations: Use slides or other tools to complement your verbal message. 

9. Stay Positive 

 Use Positive Language: Frame your messages positively to foster goodwill. 

 Express Appreciation: Acknowledge contributions and efforts to build rapport. 

10. Practice Regularly 

 Role-Playing: Engage in practice scenarios to improve your communication skills. 

 Reflect on Interactions: Analyze past conversations to identify strengths and areas for 

improvement. 

4 Types of Communication  

Communication skills are vital to a healthy, efficient workplace. Often 

categorized as a “soft skill” or interpersonal skill, communication is the act of 

sharing information from one person to another person or group of people. 

There are many different ways to communicate, each of which play an 

important role in sharing information. 

https://www.indeed.com/career-advice/resumes-cover-letters/communication-skills
https://www.indeed.com/career-advice/resumes-cover-letters/soft-skills


 
 
 

1. Verbal 

Verbal communication is the use of language to transfer information through 

speaking or sign language. It is one of the most common types, often used 

during presentations, video conferences and phone calls, meetings and one-on-

one conversations. Verbal communication is important because it is efficient. It 

can be helpful to support verbal communication with both nonverbal and 

written communication. 

• Use a strong, confident speaking voice. Especially when presenting 

information to a few or a group of people, be sure to use a strong voice so 

that everyone can easily hear you. Be confident when speaking so that 

your ideas are clear and easy for others to understand. 

• Use active listening. The other side of using verbal communication is 

intently listening to and hearing others. Active listening skills are key 

when conducting a meeting, presentation or even when participating in a 

one-on-one conversation. Doing so will help you grow as a communicator. 

Avoid filler words. It can be tempting, especially during a presentation, to use 

filler words such as “um,” “like,” “so” or “yeah.” While it might feel natural after 

completing a sentence or pausing to collect your thoughts, it can also be 

distracting for your audience. Try presenting to a trusted friend or colleague 

who can call attention to the times you use filler words. Try to replace them by 

taking a breath when you are tempted to use them. 

2. Nonverbal Communication 

• Nonverbal communication is the use of body language, gestures and facial 

expressions to convey information to others. It can be used both 

intentionally and unintentionally. For example, you might smile 

unintentionally when you hear a pleasing or enjoyable idea or piece of 

information. Nonverbal communication is helpful when trying to 

understand others’ thoughts and feelings. 

https://www.indeed.com/career-advice/career-development/active-listening-skills
https://www.indeed.com/career-advice/career-development/nonverbal-communication-skills


 
 
 

•  Notice how your emotions feel physically. Throughout the day, as you 

experience a range of emotions (anything from energized, bored, happy 

or frustrated), try to identify where you feel that emotion within your 

body. For example, if you’re feeling anxious, you might notice that your 

stomach feels tight. Developing self-awareness around how your 

emotions affect your body can give you greater mastery over your 

external presentation. 

• Be intentional about your nonverbal communications. Make an effort to 

display positive body language when you feel alert, open and positive 

about your surroundings. You can also use body language to support your 

verbal communication if you feel confused or anxious about information, 

like using a furrowed brow. Use body language alongside verbal 

communication such as asking follow up questions or pulling the 

presenter aside to give feedback. 

• Mimic nonverbal communications you find effective. If you find certain 

facial expressions or body language beneficial to a certain setting, use it 

as a guide when improving your own nonverbal communications. For 

example, if you see that when someone nods their head it communicates 

approval and positive feedback efficiently, use it in your next meeting 

when you have the same feelings  

4. Written Communication 

5. Written communication is the act of writing, typing or printing symbols 

like letters and numbers to convey information. It is helpful because it 

provides a record of information for reference. Writing is commonly used 

to share information through books, pamphlets, blogs, letters, memos 

and more. Emails and chats are a common form of written 

communication in the workplace. 

6.  Strive for simplicity. Written communications should be as simple and 

clear as possible. While it might be helpful to include lots of detail in 

instructional communications, for example, you should look for areas 



 
 
 

where you can write as clearly as possible for your audience to 

understand. 

7. Don’t rely on tone. Because you do not have the nuance of verbal and 

nonverbal communications, be careful when you are trying to 

communicate a certain tone when writing. For example, attempting to 

communicate a joke, sarcasm or excitement might be translated 

differently depending on the audience. Instead, try to keep your writing 

as simple and plain as possible and follow up with verbal communications 

where you can add more personality. 

8. Take time to review your written communications. Setting time aside to 

re-read your emails, letters or memos can help you identify mistakes or 

opportunities to say something differently. For important 

communications or those that will be sent to a large number of people, it 

might be helpful to have a trusted colleague review it as well. 

Keep a file of writing you find effective or enjoyable. If you receive a 

certain pamphlet, email or memo that you find particularly helpful or 

interesting, save it for reference when writing your own communications. 

Incorporating methods or styles you like can help you to improve over 

time. 

4. Visual Communication 

 Visual communication is the act of using photographs, art, drawings, 

sketches, charts and graphs to convey information. Visuals are often used 

as an aid during presentations to provide helpful context alongside 

written and/or verbal communication. Because people have different 

learning styles, visual communication might be more helpful for some to 

consume ideas and information. 

 Here are a few steps you can take to develop your visual communication 

skills: 

 Ask others before including visuals. If you are considering sharing a visual 

aid in your presentation or email, consider asking others for feedback. 

Adding visuals can sometimes make concepts confusing or muddled. 



 
 
 

Getting a third-party perspective can help you decide whether the visual 

adds value to your communications. 

 Consider your audience. Be sure to include visuals that are easily 

understood by your audience. For example, if you are displaying a chart 

with unfamiliar data, be sure to take time and explain what is happening 

in the visual and how it relates to what you are saying. You should never 

use sensitive, offensive, violent or graphic visuals in any form. 

Communications Process— 

• Communications is a continuous process which mainly involves three 

elements viz. sender, message, and receiver. 

1. Sender 

• The sender or the communicator generates the message and conveys it to 

the receiver. He is the source and the one who starts the communication 

2. Message 

• It is the idea, information, view, fact, feeling, etc. that is generated by the 

sender and is then intended to be communicated further. 

 3. Encoding 

• The message generated by the sender is encoded symbolically such as in 

the form of words, pictures, gestures, etc. before it is being conveyed. 

4. Media 

• It is the manner in which the encoded message is transmitted. The 

message may be transmitted orally or in writing. The medium of 

communication includes telephone, internet, post, fax, e-mail, etc. The 

choice of medium is decided by the sender. 

5. Decoding 



 
 
 

• It is the process of converting the symbols encoded by the sender. After 

decoding the message is received by the receiver. 

6. Receiver 

• He is the person who is last in the chain and for whom the message was 

sent by the sender. Once the receiver receives the message and 

understands it in proper perspective and acts according to the message, 

only then the purpose of communication is successful. 

7. Feedback 

• Once the receiver confirms to the sender that he has received the 

message and understood it, the process of communication is complete. 

8. Noise 

• It refers to any obstruction that is caused by the sender, message or 

receiver during the process of communication. For example, bad 

telephone connection, faulty encoding, faulty decoding, inattentive 

receiver, poor understanding of message due to prejudice or 

inappropriate gestures, etc. 

Barriers to Communication--- 

• The communication barriers may prevent communication or carry 

incorrect meaning due to which misunderstandings may be created. 

Therefore, it is essential for a manager to identify such barriers and take 

appropriate measures to overcome them. The barriers to communication 

in organizations can be broadly grouped as follows: 

1. Semantic Barriers  

• These are concerned with the problems and obstructions in the process of 

encoding and decoding of a message into words or impressions. Normally, 

such barriers result due to use of wrong words, faulty translations, 

different interpretations, etc. 

https://www.toppr.com/guides/business-management-and-entrepreneurship/elements-of-direction-communication/
https://www.toppr.com/guides/business-correspondence-and-reporting/communication/barriers-in-communication/


 
 
 

• For example, a manager has to communicate with workers who have no 

knowledge of the English language and on the other side, he is not well 

conversant with the Hindi language. Here, language is a barrier to 

communication as the manager may not be able to communicate properly 

with the workers. 

2. Psychological Barriers  

• Emotional or psychological factors also act as barriers to communication. 

The state of mind of both sender and receiver of communication reflects 

in effective communication. A worried person cannot communicate 

properly and an angry recipient cannot understand the message properly. 

• Thus, at the time of communication, both the sender and the receiver 

need to be psychologically sound. Also, they should trust each other. If 

they do not believe each other, they cannot understand each other’s 

message in its original sense. 

3. Organizational Barriers  

• The factors related to organizational structure, rules and regulations 

authority relationships, etc. may sometimes act as barriers to effective 

communication. In an organization with a highly centralized pattern, 

people may not be encouraged to have free communication. Also, rigid 

rules and regulations and cumbersome procedures may also become a 

hurdle to communication. 

4. Personal Barriers  

The personal factors of both sender and receiver may act as a barrier 

to effective communication. If a superior thinks that a particular 

communication may adversely affect his authority, he may suppress such 

communication. 

https://www.toppr.com/guides/business-correspondence-and-reporting/communication/characteristics-effective-communication/


 
 
 

EFFECTIVE  COMMUNICATION? 

 

Barriers to Effective Communication— 

• There are certain obstacles which sometimes hinder the process of 

communication, making it less useful for the sender as well as the 

receiver. These barriers are categorized under three groups. Let us 

understand these in detail below: 

Barriers to Effective Communication— 

• Barriers Involving Words  

• Words play an essential role in the process of communication. Any 

disturbance or distraction in the way a message is presented may lead to 

miscommunication. Following are the different types of communication 

barriers related to words: 



 
 
 

• Language: It is a medium of communication. If the sender is making 

excessive use of technical terms, it will become difficult for the receiver to 

understand the message clearly. 

• Ambiguity and Overuse of Abstractions: Even if the message is presented 

in a non-realistic or vague context involving a lot of notions, the receiver 

won’t be able to connect with the idea properly. 

• Disorganized Message: When the words are not organized systematically 

to form a powerful message, it loses its efficiency and meaning. 

• Information Overload: The effectiveness of communication reduces when 

a person keeps on speaking for an extended period. Thus, leading to the 

receiver’s exhaustion, who won’t be able to keep track of everything that 

is conveyed. 

• Barriers Involving People’s Background  

• People belong to different backgrounds, i.e., culture, education level, 

gender, etc. These attributes majorly affect the efficiency of the 

communication process. It involves the following related obstacles: 

• Attitudinal Differences: At times, people are resistant to understand or 

change their mind when they have set their views about a particular 

topic. Their attitude obstructs meeting the purpose of the 

communication. 

• Demographic Differences: The difference in age, generation, gender, 

status, tradition, etc., creates a lack of understanding among people and 

thus, hinders the process of communication. 

• Lack of Common Experience or Perspective: The experiences of a person 

develops their perspective of seeing things in a particular way. This 

perspective varies from person to person. Therefore, it becomes difficult 

for a receiver to relate with the sender’s experience or views as he might 

have never gone through it himself. 



 
 
 

• Jumping to Conclusions: Some people lack the patience of listening to 

others and often jump to conclusions between the communication, thus 

neglecting the motive of the message. 

• Physical Barriers  

• These barriers can be experienced directly but challenging to overcome. 

These include: 

• Physical Distance: When people communicate over long distances, they 

miss out the non-verbal aspect of communication, since the gestures and 

expressions of the receiver cannot be interpreted. 

• Noise: The environment or the communication system sometimes involve 

unwanted noise which interrupts the process of communication making it 

inefficient. 

• Physiological Barriers: One of the most common barriers to effective 

communication is the physical disability of the people involved. Some of 

these are hearing impairment, poor eyesight, stammering, etc.Thus, we 

can say that the significant purpose of communication is to pass on the 

information to the receiver in such a manner that it does not lose its 

significance. At the same time, the message must be received in its purest 

form 



 
 
 

 

 

 

 

 

  

Disclaimer: 

 This training manual is developed by SHAKTI organization to cater to the training need 

of the Primary stake holders under REWARD project. This manual is intended for private 

circulation only and not meant for commercial circulation. 

THANK YOU 
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