Business communication
Business communication consists of oral business communication (phone calls, negotiations, meetings, presentations) and written communication (letters, e-mails, memos, reports, minutes, leaflets, lists and notes).

ORAL BUSINESS COMMUNICATION
Talking to a partner on the phone or having face-to-face exchanges are important parts of business communication, where not only the words you actually say but a number of other factors from voice and body language to your outfit and appearance will influence the impression you make.

1,  Phone calls
A phone call, provided the telecommunication system of the country works well, is still the simplest and quickest way to get in contact with your business partner when the case is urgent or a personal touch seems to be plausible e.g. fixing or changing an appointment, sorting out problems or clearing up mistakes that have occurred in the process of ordering, invoicing, paying, forwarding or using the product. Whatever is agreed on, however, should be followed up by written documentation. Do you know what 'think a smile' means? (An instruction for people answering the phone at a company, since it is a physiological fact that if you smile, your voice comes out happier, and the first contact voice with the customer certainly affects the company image.) The language used in business calls is slightly different from personal calls. 
2, Negotiation is a process where the two parties starting from an extreme position (aspiration level) examine the possibilities of co-operation and move towards an agreement through mutual concessions. Agreement may be more favourable for one party than the other, but the principle of exchange of concessions, equal in number though not necessarily in value, generally applies.

3,  Meetings

Company meetings are held in order to discuss problems and come to decisions about their solution together. There are meetings of different sizes. The number of people asked to be present at a meeting out of those involved in the problem should depend on the problem you want to deal with. Meetings, especially larger or more formal ones, are usually chaired by a chairman whose task is to open, close or adjourn the meeting as well as to control the content, flow and direction of the meeting.
4,  Presentations  
Presentations are held to show results, make success known to the audience and to explain certain things to clients or colleagues. Presentations are built on the following stages: I. Introducing yourself, II. Preparing the audience, III. Delivering the message, IV. Rounding off
WRITTEN BUSINESS COMMUNICATION!  
