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Part 4

The knowledge bank

This report, by its very length, defends itself against the risk of being read.

Winston Churchill (British Premiere MInister, 1874-1965)

The table below shows the advantages and disadvantages of the four forms of 
communication: face-to-face, telephonic, traditional letters, and e-mail.

FACE-TO-
FACE TELEPHONE TRADITIONAL 

LETTER E-MAIL

Dependent on time Yes Yes No No

Dependent on place Yes No No No

Non-verbal part Yes A little (the atmosphere can be 
felt via tone of voice, etc.)

No No

Personal Yes Yes Not necessarily Not necessarily

Stored message No No (unless the conversation is 
recorded)

Yes Yes

Felt to be trustworthy Often Often A great deal A little

Time for reflection No No A great deal A little

Where the last line is concerned, many senders of e-mail could benefit from 
the following advice:

Refrain from writing in particular while you are filled with Indignation, 
rather allow the Sun to go down on your Wrath before you take your Pen 
in Your Hand.

Emma Gad (Danish author, 1852-1921)

This is a completely new medium that combines the best of the old media. 
But there are naturally disadvantages. People discover that the greatest 
danger is that their fingers work faster than their hearts.

Paul Saffo, Head of “The Institute for the future”

Figure 4.89 The four 
communication 
media – advantages 
and disadvantages
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