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Communic a tion is nec essary for every interac tion. We c ommunic a te with 
eac h other a ll day. But, muc h c an go wrong in the p roc ess. 
Communic a tion is nec essary for working together. Working together c an 
p rovide us with a wider aud ienc e, more politic a l strength and more 
knowledge and experienc e. 
Therefore we need c ommunic a tion, and we need to improve it a ll the 
time.  
Communic a tion and networking go together. The meaning of the word 
'networking ' may not be very c lea r a t first, but it is something we a ll do. 
Networking is making c ontac ts, ma inta ining c ontac ts and using c ontac ts.  

In this information lea flet you will find information on the genera l p rinc ip les 
of c ommunic a tion and networking . Before using this lea flet think about 
your own c ommunic a tion. Then you c an go on to study the advic e in the 
lea flet and think about improving pa rts of your c ommunic a tion.   

There a re two kinds of c ommunic a tion mentioned in this information 
leaflet: communication inside NGOs (Non Governmental Organisations) or 
'interna l c ommunic a tion', 
and c ommunic a tion with 
other NGOs and funds or 
'external 
communication'. For all of 
these forms of 
communication 
networking is important. 
The genera l ideas of 
networking a re therefore 
mentioned separately.      
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1. GENERAL PRINCIPLES OF COMMUNICATION

 
Communic a tion has three pa rts: a sender, a message and a rec eiver 
When you want to c ommunic a te you will find tha t a ll three pa rts c hange 
from one situa tion to the other. Your work will improve when you a re ab le 
to ana lyse your c ommunic a tion: think every time about who the sender is, 
wha t the message is, and who the rec eiver is. And ask yourself WHY you 
communicate. 

Make sure you communicate with the right person 
The person tha t p ic ks up the phone may be very nic e but if tha t is not a 
person with decision making power the contact will have no results. 

Different (cultural) backgrounds 

Working with d ifferent (c ultura l) bac kgrounds influenc e your way of 
working and c ommunic a ting . Take these bac kgrounds into ac c ount, do 
not be too quic k in judg ing others to be rude or stup id . Think about the 
positive aspec ts of peop le and try to make use of those, instead of trying 
to put peop le in a c orner they do not feel c omfortab le in.  
You should put yourself in the place of the other 

Think about what a re the obstac les to good c ommunic a tion for him/ her. 
Answer their questions before they oc c ur. Make it easy for the other to 
c ommunic a te: g ive them time to reac t, g ive them the right return 
address/ telephone number, take away their fea rs, but be c lea r about 
what you expect and until when they have time to react (deadlines). 

Trust is the basis of any relationship 

It is vita l to keep your p romises. If a p romise is not rea listic you should not 
make it. Observe dead lines. If you c annot c omply with the dead line or 
you c annot keep your p romise: tell the other about it. It is better for them 
to hear 'no' than to hear nothing at all. 

It is not important to be right 

It is important to reac h your goa l. Do not a rgue about sma ll things and 
keep your long term objective in mind.  
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2. EXTERNAL COMMUNICATION

 
Why do you want to work together with other NGOs? Disc uss this question 
inside your NGO but a lso with the NGOs you want to work with. 
Determining the goal of the co-operation is the first step. 

In genera l, organisa tions do not feel apprec ia ted when they a re only 
involved in the la ter stages of an ac tivity. If you want to c o-opera te with 
others, you must be ready to give away some responsibility.  

Doing it together means tha t you will not have c ontrol over the whole 
process anymore. 

The first step to an effec tive c ommunic a tion with outsiders suc h as the 
sta te, possib le fund -g iving institutions or another NGO is to be sure about 
the receiver of the c ommunic a tion. Who is the person you should ta lk to, 
wha t is his/ her position in the organisa tion, wha t kind of an organisa tion is 
it? 
Different institutions and organisa tions have different organisational 
cultures and different political aims. Disc uss the d ifferenc es with the 
organisa tions you want to c oopera te with or ana lyse them yourself. Do 
they work in a forma l or informa l way, a re the rela tionships in the 
organisa tion based on persona l or organisa tiona l rela tionships, is the 
organisation more closed or more open, and in what way? 

Be aware of the emotiona l differences between visiting, phoning, writing, 
faxing and e-mailing. A phone c a ll is not c onsidered as offic ia l as a letter 
or a fax, while e-ma il is somewhere in between. Choose c onsc iously for a 
persona l letter or a c irc ula r letter. In genera l a c irc ula r letter is not 
c onsidered as important as a persona l letter, add ressed to a spec ific 
person in a spec ific organisa tion. Persona l c ontac t, by phone or visit, 
a lways has the highest effec t. Chec k with any c a ll, letter, fax or e-mail 
tha t the other person has your c orrec t and c omplete return address, your 
phone number and your name. 

If you want to work together, it is a good idea to visit eac h other's 
activities.  Be interested in eac h other's work. Keep in c ontac t, even when 
not that much is happening. Try to meet regularly. 
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The best ways of working together always involve reciprocity. This means 
that you will only succeed in fixing a deal when the other gets something 
out of it too. Think of the possible benefits of the co-operation to the 
partner. Does your project do something that the other has to do anyway, 
are you reaching a specific group of people that are otherwise hard to 
reach, etc.  

To keep peop le interested , you need to inform them about your work. Be 
careful to whom you send information and think about what information is 
useful for tha t person. When you send information, it is a good opportunity 
to c a ll and exp la in deta ils of the information. In doing so, you c rea te a 
personal link between the other person and yourself. 
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3. INTERNAL COMMUNICATION

 
Inside any institution you have a common goal. Be aware of the fact that 
not all people will see that goal in exactly the same way. People will work 
together better if they have planned together, if they are involved in the 
future of the organisation. 

If you want to 
improve the 
communication 
between people 
it is very important 
to build an 
atmosphere in 
which people feel 
comfortable. They 
must feel that 
people are 
interested in each 
other and they 
must feel able to 
trust each other.  

One way of doing 
that is by reserving 
time for personal 
matters, for 
talking and doing 
social things 
together. But do 
not exaggerate, 
people should still be working towards a common goal and not just 
because they are friends. 

You can organise office meetings, in which the work is discussed and tasks 
a re d istributed . Do not organise too many, only hold meetings when there 
is enough to d isc uss. Be sure to make an agenda beforehand and 
minutes or task list afterwards. 
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4. NETWORKING

 
A network is a collection of contacts that are not hierarchical. They are 
not based on someone having power over someone else. Contacts and 
activities of persons in a network are always voluntary. This does not mean 
that there is not someone with responsibility, or someone 'in charge'. It only 
means that there is not one person that is in charge all the time.  

The responsib ilities c hange, sometimes one person is responsib le, 
sometimes another.  

A network does not involve muc h bureauc rac y, it's goa l is to be effec tive, 
dynamic and action-oriented. 

It is very important to keep your information up-to-date. You have to know 
who you want to c ommunic a te with in your network, where this person 
can be reached, etc. It is vital to build a database of contacts. 

In genera l a network does not work if you wa it for others to take ac tion, 
even if they have p romised to do so. You need to take the initiative . You 
will have to keep taking the initia tive for a while. You will have to GIVE a 
long time before you can RECEIVE. 

Networking func tions only pa rtia lly on a ra tiona l level. Pa rt of the 
c ommunic a tion is based on personal and emotional relationships. While it 
is not tota lly impossib le to work with peop le you d islike, it is muc h easier to 
build a network with peop le you like. Be aware of your own emotiona l 
response to 
people.     
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5. FOUR STEPS TO BUILD UP A GOOD NETWORK

 
1. Giving information: 

Start with giving 
information about 
your own activities, 
your own 
organisation by 
building a mailing 
list and mailing 
regularly, using e-
mail and news 
groups or a web 
site, sending out 
invitations for your 
activities. 

2. Showing interest: 

Phone around 
regularly, visit 
activities of other 
people and 
organisations, send 
them a post card when you feel like it, try to remember personal interests. 

3. Organising meeting points: 

To build a good network you need to meet people personally, do not wait 
until you meet them ac c identa lly but invite them to a c onferenc e, 
organise a seminar or a social gathering. 

4. Common actions/activities: 

The best way to get to know peop le is to work with them, the network links 
a re strengthened and you a re stronger as a result. You should be sure to 
involve peop le in ALL stages of the p rojec t, from p lanning stage to the 
evaluation. 


