Assignment 3.
Task 1.
Business communication is a very important component of the management of any organization. Through communication, information regarding the company's goals and objectives is transmitted to the human resources so that they can all participate in the realization of such goals. Interdepartmental communication is very necessary for comparing departmental information and creating an overall plan for the business. Business communication is, however, conducted under an established legal framework and ethical considerations. The data protection act of 1998 provides for the information collected about employees and customers remain confidential and under lock and key. The information must come from the organization database can only be accessed by a third party through a court ruling. The codes of practice must be adhered to whenever business communication is being conducted. 
Task 2. 
Business communication involves various operations before it is considered effective or complete. It is a collection of various activities that are conducted during and before business communication is conducted. The cost of the communication is incurred by the organization and entails printing, internet services, and any other expense incurred in the communication process. The organization policies regarding communication such as protocols must be observed and the right authorization received before the message is circulated to the other departments. 

Task 3.
The business must ensure that it adheres to the ethical and legal issues when conducting communication within or outside the organization. The adherence of a business to the ethical issues is determined by its structure and team tasked with conducting such functions. The company employs a secretary who is a legal professional and is tasked with overseeing legal compliance in all the company's activities. The company also prohibits using external devices for purposes of business activities to ensure that the data in the organization remains secure. 

Task 4.
	Electronic communication.

	Method of communication
	Brief description with examples
	Audience.

	Video conferencing
	This involves conducting a meeting using videos with no physical meeting location. 

	Board members.


	Non-electronic communication.


	Method of communication.
	Brief description.
	Audience.

	Verbal communication
	It is meeting individuals and delivering the message directly to the recipient. E.g., face to face.

	Customers. 




