Business Communication Method Selection Guide

| need to communicate with a person
or group for business purposes

Do | need to resolve an
issue or communicate
potentially sensitive or

contentious subject matter?

Communicate unemaotional facts, figures
and other data via:

1. Email*;

2. Other messaging™;

3.  Regular/registered mail

* Considering confidentiality requirements

Do I have a well-
established and positive
relationship with this
person or group?

Communicate issue or subject matter via:

1.  In-person dialogue;
2. Live video dialogue;
3. Telephone dialogue

Follow up with email or letter only if a
record of communication is necessary.

Is it necessary to keep
others in the loop about the
communication between
me and this person or
group?

Communicate issue or subject matter, with
good manners, via the most expedient
method available*. Use email or letter if a
record of communication is necessary.

* Periodically use in-person, video or
phone to maintain positive relationship.

Communicate, with good manners, and
copy others using the following methods:
1.  Email*;
2. Other messaging*;
3. Regular/registered mail

* Considering confidentiality requirements
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