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The Seven Cs of effective business communication 

 

According to the Wisconsin business alumni, Robert Kent, former dean of Harvard Business School 
said, 

   “In business, communication is everything.” 

So what is ‘The Seven Cs’? In business there are seven core communication principles that are 
considered best practice in both oral and written communication. These principles are outlined in 
Effective Business Communications by Herta A. Murphy, Herbert Hildebrandt and Jane Thomas. 

The Seven Cs is a great place to start to enhance your communication skills and take your business 
relationships and success to a higher level. 

The Seven Cs: 

1. Completeness 
 

 Communication is effective or complete when it contains all the necessary 
information the audience or receiver needs for the result you desire. 
 

 You should take into consideration the receiver’s mind set and convey the message 
accordingly.  
 

2. Conciseness 
 

 Being concise means communicating what you want to convey in the least possible 
amount words without forgoing the other Cs of communication.  
 

 Generally, people receive a lot of information every day; don’t add to the clutter! 
Say or write as little as you need to get your point across and your message will be 
more appealing and much easier to comprehend. 
 

 Remember, a concise message is both cost-saving and time-saving and it highlights 
the main message by keeping the information presented relevant and necessary. 

3. Consideration 

 Consideration implies “stepping into the shoes of others”.  
 

 Consideration simply means you show empathy in your communication style. Taking 
what is called the “you” approach, you should always craft your message with  
the receiver in mind. Understanding your audience and communicating empathy is a 
big step towards getting your desired result. 
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 Consider the audience’s view points, background, mind-set and education level. 
Make an attempt to envisage your audience/receiver, their requirements, emotions 
and problems. 
 

 Keep the message positive and show optimism. 

4. Clarity 

 Communicating with clarity means getting the message through to your audience 
plainly so they won't misinterpret what you are trying to say. Be sure to use the right 
language level for your audience, whether communicating verbally or through the 
written word.  
 

 It is important to establish a definite purpose to the communication. Use words that 
are appropriate and attention grabbing so that the receiver knows that your 
message is relevant to them. 
 

 Be sure to emphasise a specific message at one time, rather than trying to achieve 
too much at once.  This makes understanding of the message easier – and clear 
thoughts and ideas enhance the meaning of the message. 

5. Concreteness 

 Establish the facts and background of your message. Using facts and figures as well 
as action words supports your message. 
  

 Provide the receiver with the necessary information needed to make an educated 
decision.  
 

 Communication should be specific and clear, not vague or general. 
 

 Concrete communication not only strengthens your audience’s confidence in you 
but is also unlikely to be misinterpreted. 

6. Courtesy 

 You should show your expression, but also show respect for the receiver. In your 
communication you should be sincere, polite, judicious, thoughtful and enthusiastic. 
Both viewpoints and feelings should be taken into consideration. 
 

 Just like consideration, it's important to understand your audience and their 
emotions as you craft your message. A courteous message is positive and focused 
towards the audience. It is not biased and shows respect for your audience/receiver. 

7. Correctness 

 Make sure your message is correct, and double-check that you are using the proper 
grammar, spelling and punctuation when writing a communication. Likewise, it's 
equally important to use accuracy in pronunciation when delivering your message 
verbally.  
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 Ensure your message is exact and well-timed. Particularly with written 
communication - you want your reader to understand and recall your message.  

 

 Correct communication boosts the receiver’s confidence level and has greater 
impact.  

In addition to the Seven Cs, two other important points are worth mentioning. These are: 

Credibility 

 Present your message from a position of reliability and authority. Reinforce your 
message and be consistent. Clever repetition of your message enables your 
receiver/ audience/reader to understand new concepts and ideas, learn a new 
behaviour, and mentally rehearse how to react to the content within your message.  
 

Call to action 
 

 If you want your receiver or audience to act, a clear call to action is what will 
encourage, inspire and motivate them to attempt a new behaviour and persuade 
them to make a decision they may not have made without your communication. 
 

 Communicate clearly what you would like your receiver or audience to do (or not 
do). This ensures they understand exactly what action they should take. Don’t leave 
things open to misinterpretation - leave nothing to chance! 
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