
Communication and 
Collaboration

To ensure that ideas, information, and intentions are passed across and understood effectively in 

the workplace, team members must understand and apply certain communication principles. The 

basic principles of communication, also known as “the 7Cs of communication” are outlined below, 

and can be used as a checklist to ensure effective workplace communication:

To promote small business growth, individuals within the organization must constantly 

communicate and collaborate with one another across departments, management levels, and 

functions. Investing in relevant collaboration tools and training employees in practical 

communication skills are two critical steps toward a more connected workplace culture for small 

businesses.

Principles of Communication

Communication and collaboration entail the exchange of information through verbal or nonverbal 

channels, as well as the collective effort of individuals or teams working together to achieve a 

common objective.



Communication and Collaboration Tools 

Ÿ Promotes efficient and flexible teams: constant communication and collaboration among employees 

promotes a more efficient and flexible working environment

Ÿ Improves productivity: using communication and collaboration tools allows for a better flow of ideas among 

teammates, resulting in quicker and higher-quality results

In today's digital world, small businesses need communication and collaboration tools to effectively connect 

and exchange ideas with team members and potential partners. The following are a few communication and 

collaboration applications that small firms may incorporate into their daily operations

Creating a collaborative environment and implementing relevant communication systems can help small 

businesses achieve better results. Here are some of the advantages of communication and collaboration in 

small business:

Ÿ Improves access to information: collaboration tools provide a central repository for all files and documents, 

making it very convenient for team members to access information from any location

What are the Main Benefits of Collaboration and Communication? 
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