


COMMUNICATIONS WITHIN THE COMPANY 
THE KEY TO UNDERSTANDING 

Good communications are essential for the smooth operation of any 
company. All companies are run by communications and the communi
cations must be good, reliable and accurate. A message must mean the 
same thing to the person who receives it as it does to the person who 
sends it. When communications break down, in many respects the com
pany breaks down, as it may not be able to function properly. The effi
ciency and effectiveness of the whole organization is related to the 
quality of communication between people. 

Real communication moves freely in both directions- from the super
visor to the employee and from the employee to the supervisor. It is a 
continuing activity, and it means listening, asking and interpreting as 
well as telling and informing. Communication functions best in a cli
mate of trust and confidence. 

Most of us were given the capability and tools with which to com
municate. These include speech, hands with which to write, and mind 
and memory with which to follow through. The use of all of these de
termines our success in operating as a united group- as a team with a 
common objective and a common purpose. 

With these goals in mind, last year a large number of supervisory 
personnel in every area of the company participated in a sixteen week 
course to improve their skills in communication. The training course 
brought out the fact that good communication is really hard work 
because : 

(a) We must plan to achieve effective communication. 
(b) We must anticipate possible breakdowns. 
(c) We must avoid the causes of breakdown. 
(d) We must speak more effectively. 
(e) We must listen and observe more effectively. 
(f) We must write more effectively. 
Keeping the above rules in mind will help each of us to communicate 

better. However, even if we think we are doing a good job we could be 
communicating poorly. This can occur because we tend to think that the 
person listening has the same attitudes, feelings and understanding as 
we have. Unless we try to put ourselves in the place of the listener we 
may never communicate effectively. By understanding the listerer's 
point of view before we attempt to communicate, our chance of having 
our message understood will be better. 

By emphasizing the need for improved communications, the company 
has recognized that communication is essential for the smooth operation 
of the business. What is communicated, and the desire of each super
visor to follow through to see that there are no misunderstandings, is 
what makes happy customers, effective employees and a growing 
business. 

DONALD MOORE FATALLY 
INJURED 

The entire Com
pany was saddened 
when Don Moore 
was fatally injured 
in a motorcycle ac
cident on Sunday 
afternoon, Sept. 20, 
1970. Don was rid
ing his cycle on 
highway 96 south
east of Quincy 
when he struck a 

guard rail and went down an embank
ment. 

He was found by a farmer from the 
area in the late afternoon. At that time 
he was still conscious but passed away 
before reaching the hospital. 

Don joined the Fabrication Dept. at 
Gates in May of 1959 and has handled 
many jobs in that area during the past 
eleven years. For several years he was 
the Brake Operator on the second shift 
and for eight months prior to the vaca
tion shutdown he was lead man on the 
third shift. He will always be remem
bered as a positive and happy man who 
always had a good attitude toward his 
Company and fellow workers. Our sin
cere sympathy is extended to Mrs. 
Moore and the family. 

EMPLOYEE DIES OF CANCER 
The Company received word on Sep
tember 9, 1970 of the death of Juanita 
Smoot. Juanita was employed 10-19-59 
and worked in the Static Floor Assembly 
for some 10 years. She was very well 
liked by her associates and worked with 
the efficiency and follow-through that 
made her an extremely valuable employee. 

Juanita was placed on Sick Leave 
12-4-69 where she remained until the 
time of her death. 

SILVER BELLS 

Their 25th wedding anniversary was a 
family affair for Jim and Elsie Moss as 
their daughter Kathy and their son-in-law 
Ed Gooding treated them to an evening 
out on Sept. 23, 1970. 

Jim is ass't supervisor in Dept. 36 and 
son-in-law Ed works in Dept. 54. 

CHUCK HUNLEY HOME 
FROM VIET NAM 

We are happy to report that Jane Hunley's 
son is recuperating at home for 30 days 
from injuries received August 24th while 
on a reconnaissance mission in Viet Nam. 

Jane works in Order Entry Dept. and 
she and her husband, Ed live at 2629 
Random Court, Quincy. 
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