
COMMUNICATION CIRCLE REFERENCE GUIDE

A Communication Circle is a visual representation of the communication steps that occur between departments, 
staff, and customers during a process.  The Communication Circle will: 

It is simple.  On a large piece of paper, draw a large circle and write the name of the people or part of the 
organization that is involved in each process or transition.  Connect the individuals and organization by drawing a 
line to each player as you move your way through the process.  

Use the title of the section or division, not individual’s names.  Make sure you draw a large circle.   You will be 
surprised how many people or customers are involved.  Remember, you are looking for redundant and duplicative 
communications as well as bottlenecks that can be alleviated.   

OVERVIEW

HOW TO CREATE A “BEFORE AND AFTER” COMMUNICATION CIRCLE

HELPFUL HINTS

•	 Identify all the major actors (or who) is in the process
•	 Define the types of communication which will be used and to whom
•	 Help find possible bottlenecks and the need for centralized communication

•	 If you are mapping different kinds of 
communication, such as email, phone, or 
other, it may be helpful to use different colors.

•	 Assess the circle for excess movement, 
process, stops or bottlenecks

•	 Count how many people are involved, how 
many forms of communication and how many 
transactions.  Can you eliminate any steps?

•	 When complete, draw a new communication 
circle and compare.

Before After


