




Definition:
The process of message 
transaction between two 
people to create and 
sustain shared meaning.



How much time do you 
spend communicating with 
others?

Communicating includes: 

Reading

Writing

Talking

Listening



Answer: 70%

Reading: 16%

Talking: 30% Listening: 45%

Writing: 9%

50 Communications Activities, Icebreakers, and Exercises, by Peter R. 
Garber. Amherst, MA, HRD Press, 2008. 



Communication Maxims 
(Like Murphy’s Law!)

•If communication can fail, it will.
•If a message can be understood in different 
ways, it will be understood in just that way 
which does the most harm.
•There is always somebody who knows better 
than you what you meant by your message.
•The more communication there is, the more 
difficult it is for communication to succeed.

These tongue-in-cheek maxims are not real 
principles; they simply humorously remind us of the 
difficulty of accurate communication.

(Osmo Wiio, Wiio's Laws--and Some Others (Espoo, Finland: Welin-Goos, 1978)



“I know that you believe you 
understand what you think I 
said, but I am not sure you 
realize that what you heard 
is not what I meant”

-Quote from a U.S. Government Official

50 Communications Activities, Icebreakers, and 
Exercises, by Peter R. Garber. Amherst, MA, HRD 
Press, 2008. 




































