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lnformotion qnd Monogement

LeaminS Goals

In lhis chipler we uill lenrn:

1. The distinction beiween daia and inlormation.

2. Basis for the classification of information as straiegic, iactical and operational.

3. Division of management into specific functions and within functions into
specif ic hierarchical levels.

4. Infoimation needs at each oI the Iunctional and hierarchical levels of
anagement.

5. The desirable att butes of infornation.

Everyone in his or her day{o-day work gathers and processes data. For example, when
a housewife buys milk every mornirt, she wriies in a notebook the number of litres she
bought. At the end of the month she adds the data (litres of milk bought per day) in the
noiebook and multiplies it by ihe pdce per lihe. The resuli is fie information she uses
io pay the milkman. The daia on milk puichased each day may be processed in other
trays too to obtain different information. For exauple, ii the total nilkbouShtin a month
:s divided by the number ofmembers irr ihe family, it gives inlormation on average ndlk
.onsumption per head. U dle total monihly expense on nilk is divided by the monthly
:ncome of the family, ii gives inlomration on proporiioh of income spent on n1ill. The
'rr'- poin( is llrat y'rla ,nd inf"nnnti q nre n, t tltp .r!rd Dala i) lhe ra\a maleridl s ith E hiclr
ne sidrq(lnrormation i- pro.esbed darr $ lich i, u.id to tri8ger ".rtarn,cliors or gain
'.€iier uiderstanding of what the data inlplie+ln this exanple the howledge of perceniage
-.i fanily income speni on milk may be used by ihe fandiy to manage their fa ily budget
-n a more efficient manner.

As is seen above,(data is ihe raw material with which we begin. Information is the
inished productJcollecirn8 dat. costs money. For exanple, if we watli to suNey the
:references of consumers regarding sone products, then soneone i1as to go out, inteNielv
rrospective customers and colleci data. As the number of people hterviewed incteases,
_-he cosi oI daia collected increases. This data by itself is lrseless unless ii is processed to



obtanr hfornuton 
'drlrlr ca l,e usrd ro irrlve.ri narkering decisiolrs. this nrorm.ltnD istxtrencly vnluable As (l,lti.ollect(D costs rnoncr nr proporiion nr iis volun1., it is esscntial

k) gathcr .t.ta car.tl,ltl One NLtsi t.olc.i ontv necess:rlv ilata an,:t n,,r ,".t",,.i""t .i"t,,
Figure I 1 sllolrs th.1t information fronr pr,, pss I he.orf!. d.1rr ror L,r(,.ess 2 Thswc mrst not assunre thni iherc is alwnvs i chJr J 5trnr h, n buh\ eer Lt.rtr .rnLt inturnrnilon.

t he n],,1n p"Ur1 ,' il1.rt fr€rc iri r\ .urLt rrgurcs ntrolLt al:tiviirs .io nor en:rbte clccisions to
hp DrJLl. L r .rLti(rns h, he irrriited Ii,r e^.nD!te, th{r niarks obrahc.l bv studenis in a class.
by thems€Ivos, do n( ) t givc anv lnmediatt reip,r .rb u t rhr Ltiss pu for nl.r".". n r 
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this Jitn, a bar.hari rllrv be ol,t.ined.whi.tj Br\cs ttr nunbLr .,r,t,,.r",,t" ,J,trr,,,".r.!
bi,s!?en 100 inil e0, 90 ;nd 80, s0 nn.l 70, .t.. \,J, . .h.r; {,,cs ; i.;..1,:, :i ; ;:,,, "1,. p -l rrrr.rI e.r rl " ,,..rrr.l , r rt.l.. , r. ., L..,r. .rp1,r,,; -r.,r . ,, rr. n

2 Ano/ysis ond Design oF /nformoi,on Systems

Process 2
qlpillgit-Utr fo,l
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Fig. 1.1 Conccpts of data :nd infomaiion.

, Anrhr,.rr.upprJrj..I.rr.LI|h-orrtyup,rr.,,,r-u-.dtofr^.p..JJtJM.r,r\or rheorrr fr^.e.\mB-fprrrron.. - 'on-nuL", i.. fof !m1t, rrrrngirrg.r:.1.rr,. r.,rn-.t.r
aiphab{:tic ordc., with last name first, uses soiti"g .,a .i,--t". ,"",."ip"l"d.;.p";;;i*".

I.I WPES OF INFORMATION

We salL that data is processeLl io obtain infor ation. Further, the samc data nlay be
processe.l nr differcnr \^,nvs io obtain dilferent types of infor ation. Afai.arno""t oii"ta
is pro.cssed manu.tlty, particutartv ,vh.n ihe organizatn l is snral and tt "."r..,"i .r
daia b be pro.essed is smatt. Take. for elample:a smali ret"il s,..".v .i:,; ;,;..r.1"
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:Jer h) run his busincqs cfficicnih he $,oLr]d need difierent tl,pes oi nliorlnniior! IIe
..uld like io kno!':

L Which itenN nr his storc ara about to be exhausted an.i need io be re ordered,

2. Which itcns arc sold insi so th.lt he can order nlore and keep therr i{ell skrk.r.i.

3. lvhich iteDE are not sold so that he can Jisposc therl off at discounted price and
pcrhaps not stock then h future.

-t Which bills scni to .usk,rcrs rcmah unp.rid be),ond due date..

5. Wllich \lholcsalc merchants are reliable suppliers at .onpctitivc prices

6. How rnuch is thc daih sale and trends nr sales.

7. Profii and loss account at thc .nd of the year.

r! above list is hdicatirc aid not cxllaustive. A store os,ner is required by lair to scncl
:i.rrr.iior or1 his income nnd profit to the hcome tax oUice, on his sales, and deiail.
: iiems solLl an.l tax collcct.d to salcs tax.rifi..', etc., in addition lo the inforrratiorl he

:.:Js io run his own busincss.,\s long as his siore is snall.rnd his volurre ol sales is
.:r-rll, all the above hii)nnatnn tnav bc obtained b)r runuaUy processinEi a\.ailable .lah.
'. hrn ihe siTe ol the sturc tucrcascs, it may siill be done manualli by enrployhg onr: or
-.re clerks. The iniornaiiul requircd by tlte store o1t'ner nray be classifieLl ink) thc
:LrLingl:ateSories:

lij\Suategic Information. lhis is th.'informaiion needed for kng rangt: plannhg
:: .1 Jirectirg lhe.ollrse the busirl.ss should takcl'the st$e oirner nny li\e, i9$q!tple,
: .iel:ide ryhether to expand his busnless by sblkiig nclllqUqe! of llsgEin lris siorel
:,el!!!l!ll9r1!!3lnral.!prorir margin k, expanJ sal.!' r.hether io open a new bran.h

.::. Such xiicrnnation .annot be obianreLl bv m.rc .l.rical pro.c'ssxrg oTin6. IIe has to
:J' .Ir.rn\..ir.r.. r- ln,r.l-, rr, l..r r.Ju ,,,.r p. ,,r .orn, rl,n'. .r,rn.' I or
,.,.nr '.)Thr-1p".r u.ri '.,:,,F'...-r'J.ru, l-J,r\,J 1,. !. lJrF ru,.",.,n.

.n lrh n ui -lrJl-Br. pl.rnrrl, s i..nrl'J J -J'rri.ulr ' l-Jir,.

(ii) rnctical Infonnation. l-his ivpc of nlformation is needed io take short range
::.isions to run ihe busirress €rfficicnth,; For Instan.e, the infornutior on fast anct slos'
I . r ing itenrs may he usc.l k) takc thc ia.tical de.ision io stock more ol the fonner and
:r: e discount on the latier. lnfornaiion on the pa] lnenis ofbills b! cusiomers may be uscLl

: lecide appropriate crcdit limits to be given to customers. -faciical nlfornatn)n requircs
-::rificallr'rlr:signcd proccssng of data. Most of it is obtainable eisily from day-to{av
: lle.tion ofrouthc data urlikc sirategic mformatior. Further, the volunt ol ia.tical data
: more than strategic Llatn,

(iii) Operational information. This type oa informatnrn is needed ior dav io datr
:erati{rs oI a busnless or8nnizniion. For instan.e, the lisi of itcrlls out of stock ot1 a

:r,.ii.ular day 1{or d be used to trigter ihe nctirD of ord.rnlg thcm. List of customers'
::pai.l bills bcyond clue date (.outd be used to send remnrJcrs Opcrational infornutrn
. usually easv b obtah b),' strrightforward clericil procesiing of data. f-urthcr, th.
:l.rne oi such intor atiorl is rnu.h more than taciical inlbrmation.

livr ptihrtor) informrtion. lrLiornl.rhrrn and reporisl'hi.h arc r.aluir.d by lal!,nr be
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sent to government authorities are norm. ,

processhs of data) 
y clearly sPecified and requie straiShtiorward

-_ :. 1"!t: t.l wJ summarize the points made so far. The main point ro nore is tharsrraregrc iuforn,ation whi, h i< mo.r ih.nrralt ,o. to,,g ,u,,g" gro.,ti, or;;;r;"^t;;;,o"
l*,j,Ir::l!l: q,"iry 

",d proress,om aldiraure dal anE .3",a0,"^,i; ,i""".i"ji." "!r'du. uperanona r rntormalion. on lhe oti^er hand, i. ea>r ropro.e.s rromarailabled-taand also more voluminous. Taciicat and operarional info;adon ar;;;;;iil;j;"",day-to-day operations ofan organizarioi wh","u" 
"t 

ut"gi" i;r;i_";;;'i;;;;"il;;'r,"
lonB rJnge well-bein8 and growth. --

'fnbie 1.1 lniormation NecLls m Mnnagn)8 a ttel.it Store

T!pe

St aiegic

I.2 WHY DO WE NEED A COMPUTER.BASED INFORMATION SYSTEM?

"1: ]::q :: ":q:::,"1*_are snrrl and have rimjred operrriorur soJrs mdnuJr inforn dhonsybLe[s are saustacrory. M.rnv kends in rhe development of indushy and cornmerce havenude compu rer-based inro.-u rio",y.tu,,o u,"",.,iuiil;#il;# ;;],iiil:;:\.r1:""ale:

. Tle size of organizations is becoming larger. This is pariicutarty true in India dueto increase in poprtarion antl rapiJrate-of ina*tlr J"""r!^"",i' '''" "

. 
".::::,:,-1ll* 

t:cessins€nabres 
rhe same data ro be processed in mary ways.

::::1.:1.*":. rhereby alowinS managers to look at the perrormance of anorganEihon trom djfferent angles.
. As the volume oI data has increased and the variery oI informarion and rheir

l:".,:::l l.::" of 8reJr imporr.,n." 
"on-purerb,:sed inrormrtion oroce*i,6nar now DF(ome psrenh.rj Ior -tfi.iFn,h managi,rS org.rnizrrion..

. Organizations are now dishibuted with many branches.

. Markets are becoming conpetitive. To majntain favourrble batance of payments
m . .ounl-r\ . o g.r'2dtion_ hrvp lo be inte,Iatjollrlly L ompetili! e.

Shouid nM braches be opened? Chief Execurive
Should the business be div"."Ueau ,, .,., .

How to .ate vendors?
shoutd.redir Iimirs of ru(tome.\ be Lhahse.l] 

Midd]e kvel Mald8pr(

How much of each tem should be sro.k;)
How much should be re-ordered and from whom?
Shor d new discounr poii.ies be inrroduced?

List of items to be reorderedi,.i"ij"ii,iJ^*"*,lJ""lI".r. LineMandaers

F\.p$ or defr.ienr .upply by \endors. Lisr of ta,e
ppL,es by vendds. UsI of our"randh8 biit5 lo bp pd,d.

Daily ledgei accouts.'

_r--
Iie. l:

! \i.t |\e.ii:: .
:. trtrLDn.ir.,. : : :
:r .rr. knon. r:
Eig. I l. I11 tr.. -'

r .uift:trnttsr. r:.: :. i
i:riorn ther ru:,i: .: :

: L,ld reqL,trr.:::i:
'::r.r.hr h. .e.. .. - : :

.tralvsis oi tr.rsr, .ti. :
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. The gcneral socxr-ccouomi. ciivironuent clemands Due up t.r date and accurate
xiforr11.ir)n. Human so.i.rty ii changirg f.lster th.ln ever belore. Go\.ernment.rl
r.gulations hnve be.onre .oNplex Organiztrtions have to intera.t with nan!
oiher interesied parties sLrch groups, cnvironmcntal prohalion
groups, financl.rl nsiiiutions, .r.., l{'ltich did noi crist bcforc.

the ;,bove .:tevelopmerlts demand decision makht based on up io date, rvell inalyzcd
: presenied rnform.rtion rather than thumb rulcs and hun.hes oI an earii.r cr:1.

MANAGEMENT STRUCTURE

' : s tore orvner of our example, besides usrng
.pt ol distin.t tunctions. He norks as a

i:inan. As long as ihe busnress is sn1all
the al,ovp lunctions. As the business

sponsibility io specialjsts in each area and
lnctioning)

difierent ivpes oi hlornation,.]so periums
purchaser, siorekeeper, accountant/ and
it ma]' be possible for one person io .io
grows ii b€coDles essential io delegate
nuke theDl a.couniable for iheir efficient

In Fig. 12 we gi\.e the typical funciions of nuragers of each categorv. The manager
:r.h funciion is known as a nid.ile level nlanager. Middle le\.el nanagers repori io

I

Line l,lanagers

Fig. 1.2 Functioral responsibilities in a management system.

ae Chief Executive who is overall in charge of the organizationl Tle middle leve1 managers
*iL in iurn, have many assistan-ts who are responsible lor specific day-to-day operations.
lhey are known as lme, cflr8ers,{Tle management struciure is ihus a pyramid as shown
r Fig 1.1. ln ihrs pfamid thefchiel E\ecutive, being overall in charge of policy, will
require strat€gic information. The middle level managers require tactical information io
i€ orm their Iunction and the line managers b€ing responsible for day-to-day operaiions
rrould require operational information.)Thus we see that as a manager rises higher in ihe
hierarchy he rcceives summarized information which is also less sbuctLred.Morc complex
:nalysis of basic data is required as we go up in the hierarchy.

CI-]IEF EXECUI]VE

Training
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LEVEL

TINE II/ANAGEHS

IiB. 1.3 'iryes of ilfolratio needed to mana8e arl

].4 MANAGEMENT ANO INFORMATION REQUIREMENTS

organizatiolr.

\1F \rr\ rf SeLhon 1.1 rt,rr L,rur,JtnnnJs,, ,-,,,,ur,,i .,. rh ,,,,,,;",,.,,t'l;lij";-l' , tB,,'.,n, h ur,, i,,!-h-.,r\
',; ;''-:; .;; r:f:r d rr'rF "r '' 's""''";'" rr'' 

'' 'Lr,r..t.- irr....,1.g, 1,,.;. ,.,,',"i']." l'' r,1r''riJ, n,n .B-rienr , , . r t,

), r",-,r,,,,.,,.,";l;..:;..;.;,r,Ji,.:.'''] 
'I'rn'|,'|i 

rrr, -,dJi,r rhr..e.rin

^l ; ;:1,'1; ;r11,;; 
;-;, ; ; : .lll lr"'ili' Ii ;:i;i;',l ii: ll iIl.:" ;::; Tl l:

1.4.'l Humon Resource Monogemeni
The nrrt,rr goJt or hun,rn rr\ourLe ln. r.,r,r.nrn r"...ur,,,, r,- -,.,""-,.;' ,'" il,ll l', 

r'",n,r, b+, u., o, r-" ,v,,r br"
,, o"\ r6!dr- o, .,,;--;,:,';;,",: ;;,;:\rrrJ,, 

rrri' \ori rr " i,I.r.u'io, ,,F.psJn Jr

(i) StrateSic informarion. l.:t.,,,s h:-,n,r r-.691-,-,,' 11l '\ 'r"t' ..,, ,.i,'I'lllii.:.J"'i'";;1-"'. 
ll.lt.re5 on hunlan *_*..,r*,. r.J,r,i\ u,. p ,.-, rpt tr ,,-, ,..1",r,.1::,":',, ',. 

,.',,,
(i Tacrical information l

. terlormrnce.rpprJrsnl

' ?-'rl%r-pnl, mJLe.up., r. r..n,,, rJ,,l r" irnpd. r ..n rrrir..nc,,r: ii;:.;:' , ;.,;. ll;r:i 
. ', J ,, ra o. ,o p,^a,, ,i ,,

. Abseniee reducrion. Leave .nLj .,!.ertin1e Doticies. I,ersonnel tti:flovmcnt policies.

4.3 ,{oteriok ,aorqE-
E aEin goal of naEi* -l G8anization and b b
b ing types of inJaE-.L

O Strategic
. Developing yEnfu
. Determiniry ofliE. Determiniry FqEr. Reducing vaietbr

@ Tactical
. Developing verdc 

1. Det 
'mi"i"s 6" d

design changes ad'

--

MIODLE

E

\Lrni:.:r:::
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ii i) Operational informatio.
. I{outinc assesslr\cnt
. Skills inventor] .

,n... .t ,,, \.n..
. L.'ave reror.l,

.1.2 Production Monogemenl

:,,.r1 of pro.luctnn rnanag.meni is n) optxnaUy deptov hulnan rcsources, n.chlnrsi ::r.rtcrials to rEximize production of gooJ. t,\ itr€ LrHin zitrun. To rirrD ihs Eual' rjr\I,.\il s.J I n J,.i
ri) Srr.tegic

. Y€arl), an.t nlonthlv proJuciion quoins nnd attern.rnr sche.iules.. Poiicics or1 nu.hine reptn(ernent, .ugmentarjon, .r Lt rrodeniTaiion. lnformation on ihe introduction of ne$, productjon iechnologies,. Identifying bcst prodLrct mix.
rii) Ia.ti.al

. l.l.rntifving ar.l conrrouxr8 areas of high cost such ns work in progr.ss
inventorics

'-r ldentifving criti.at bo-rttenccks in proLlucrion,* Identitytug alicrnaie producrion sch.Llules bnsed on too1s, machjnes, rnnn:riat,
and pcrsonncl availabilitv

r Perfornance measures of Dra.hines (breakdos.n histories and cost of repar
and failure) t(, decide on replacenrent.

L iii) Operational
. Mnritoring u}) to daie production hformation bi.cxa inxrB assembties,

d.teciing likeli' shortages and givmg eartv 1!arnins
,-r S. h, JuLns hprtcr pr.Ju. ln.i J\ r.rn- , - \
.. l're\enrrvp n,drnr,r.rn.- - t,edut..,,f n,.,, n;,,e,
,.. Monitornrg tools, machmcs, and huDlan resource availabiiity.

J.3 MoreriolsMonosemenr

: niin goal ofmaterials manatemetlt is to have r.adi1], avait.ble materials nc.:ded by. .rtiniTation and to keep optimal lev.ls ot sto.t or-Lrem,. To rlhie\e thb co.rt rhc\Lnd )pp\i I .rlornr,r,:on!vJulJ hF n,,pdeJ

(;) Strategi.
. Deveioping vendors for.ritical items.
. Determnring optimal levels of inv.,nior\.. n, lFrmhinA nrop,.rliun ut m.rl-rrrl rob orJ.*pJ tron, dift-r..t \ellJurt. ReducinS varieties oI invenrory.

(ii) Ta.ti.al
. Dcveiopmg vendor performance measures. Determnring the inpact on maierial cost, avaitabitity and procurem.ni lviih

desiSn changes and new product inrroduction
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. Iletcrminint oftimal reorder revcts. ControthlS high valuc irlvcntory.
(iii) Operationat

. aloods rcceir.ed, rcjectcd anLj issued. List of excess and defi.ient items rcceivccl. Lisr of itenB rejected

. Critical ih:D1s received

. Ba.klog oi supptics

. (lora- rn rr.rn-il .Ird j :n_p_\lron

. V,rlue oi invuntorv in hrf,J

1.4.4 Finon(eMonogement

Th€ nrain goal of ihis tun.tion is ro .ns,r. hnrncri\l \ rrbiliry or the orgnn,, itron, enhrceiinancial discipline and pt:tn an.1 moniior thc L,u.ltser. The v"ruo," i;;;i";;;;;,;""r..tJrr.J ro n, " 'hF- I r,r rr" J. r. Iuu..
( Strategic

. Mrihod( or r;nancing

. I'ri.ing poilcies

. Tax plannin8.
(i Tacti..l

. Varian.e between bu.lgei and clpenses. LarB€ ouistandinB pavmcnrs/receiprs. Credit an.l pavnent siaius. a.sr increrses ind pri.ut. lnrF,rci ol i-r,.rtion ,,n pricir,g.
(iii) operational

. Periodic linanciat reDorrs. Budgei sratus io aU iructionai nanagers. Tax retums

. Share registration and translers. Profit and toss account. Payments and reccipts. Payroll, pror.ident fund accounts. Caiculaft,n of dircct costs{verheads_standard cost.

1.4.5 MorketingMonogemenr

Tlte goal oJ this function js to maximize sates anrl ensure cusromer satjsfactioniilis goal the l,ariorN tfes of information needcd ara:
(i) Strategic

. Search for nerv markets and marketing strntetics. _\ l\\r,. r,on,D.,;1.r. ,tr,rl-g). r6 | ^i .. rr d I r.,ogrr;,tr, r.-...r,1_rId pruJu.t,hrng,\

To attain

6i, Tacticat
. Sefting intu
. CheckinC as.dl. Determiningp
. Deplo,rrErt o{. InJormati6r o

grouPs.

6i Operational
. Progress aFitlsr Budgeted oq)e. Sta tus ofoutstu

5 QUALITIES OF tTfO

the previous section Ide sa
vels. We will now discu;r

(r The information m
and that of the IrrE
rs accurate. Incorrs
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ci) Tacticat

: l-d:tlnC rpchniques and anarysi\ of rheir impall. L us tomer Preference surveys. Correldtion of pri.es rnd sales. Sales force deplol,ment and targetsr Exploring alternate marketing ihaanels_ Timing of special sales campaigns.
Cii) OPerational

: ::]:::,"1{"" by resions. custompr class. s21", r","o,,". 5ale< target \ersus a(hievemenL. Market share and trends. Seasonal variations
. Effed of model chanses. Perlormance of sales ourl-.rs. Cosrs of sales campaigns and benefit.)

1.4.6 Reseorch, Design ond Development Monogemen,
:-heBoal oiLhistun.tionisLoLonrinuousl]improvee\istin8produrrsrnddpvetoprew
:-"dLrct rnd processes. lo arrain Lr.i" go,r roit.*i"g tp";;i;;;;;il^:;;TJ"d,

0 Shategic
. 

ryhich products are ro be developed?. Wlat t}?e of improvements are riquired?
' l3'l ble 

1"".c" *.errch is mosr promisin8l. Whal Lechnicdt coltaboration woutd be appipriate?. Ia/hat areas would require new human reioui.u ino.rou
(ii) Tactical

. Setrin8 inlermediate SoJIs for prote.r" dnd drsess progress. L heckil'S ar dildbilih of equipmFnr and appr.p.;ri" .!t*io,. uetermming proporrjon or re"ourre< Lo be alio.aied ro varioLrs farrs ofa oroiecr. Deptoyment of personner ro projpcs bdred.. t"r"", ""i i"ji.-l,lj-n,",. rnrorm.,tion on-"i",iru, una',"ro 
"J 

;;;; ;;t;.;;i:il;,i:;,;; .,r.,grouPs.

Gi operationat
. Progress against goals. Budgeted erpenses ver"us aduats. Status of outstanding orderc for equipment and components. )

I.5 QUALITIES OF INFOR]II"ATION

r thF prvious. qe.tion lre saw th, nahx.e ot id.ormation rrunagers need dt virioLrj hlrtjonat
"vels. 

We \ ill no$ discuss rle qudtiHe" of rh" ,.,t";;;;";1"- ;;#; ff;:r#l"
r The informarion musr be acrr,rar")In or_her words. Lhe, ofte.hp"s of Lhe inpur clataand *ur of I he processins rures shouJd be ensureJ ;;;, il";;il;;i;H;l^rs Jrcurate. Tncorre., inlormation is laorse thdn no ijrformrtion



. lr shoutd at"o be,u.rzuo,r/iy. Ihepro.essingJrouldnothid"somevi,,:,.rn.-,
tion which mdy. ro,...u,,pr". poinr oLrt rhe inerrLien"y oi s;;;,;;:";,;;:ij 

*
. The.in{ormdHon shodd be timptr.,t shoutd be &i!en to the manaRer uhpn neneeds it. Detayed informaton mav c"

a"iry *",p"1". r_ ali;;:::"J;;j, ,"T:ffi'*T"l,l\no 
vdrue For;\an prc. ii a

' ' ]*":::t:::Y::'s arso be p 
'o 

d'fe-\ It shourd include aI dara ava abre at rhe

l0 Ano/r,s ond Design of /nFomoi,on Sysrems

. The inrormarion shourd be,n,rtleD lhat is. rt shoutd in.lude d data ande\.ludpsonre. b ..) d fy-tl.,t _.-.--",:9f,..r.1

.me or proces.rng. l """"i^p* a"r,",. 
- udra avarraDrp r

repot rB a wFer ord news,sr,mEry, ;1 :;,,fi,;:r, in rr,e morn:nr

. rnrormdtion sr.uLrd be rairoild ro;i";""i;;;"":,J,d be,erpo,nl ro him\.- it4assjve volumes ot jrrelevani inforh:
dnd rhere ;s d danr-r o hi. ,r,,',, ,I;:,[:ii."[J;i::,]il,il"T::"*' .."

- !'.',
t : -i.|r
..]:1.'.].

i I tri nrn,r r: .

it l1rr5i i;.! :

". rt is essentiar ro $v , o,*, *.-**i ,ii;;;;;;ffi';"1"T:"r.".. t hc inrornr"rio , shoutd b< prese,rLel:i I^T lS-r,,".",1, i1-11g *hp.re he needs ir insuch a way rhat he rnav immedjarpp,u.-""no.,,^ir"r.,.,il"'l lfi ;i;:1",H;:;:.;fl ff:,: riJ:,.)il,jI.ensures qL,rck re.ognition of the sisnrti
o pr.,",it he inroin,a;.; i ;:; j:;:::#:.:,ff;'l:,'iljH;:",; i::,LT:,lunderstand. Considerabte rinre is sDenr

:::::,"-f:,rry ;;";.; ;, .i ;"il;;;ll,'JJ::H::,::::1il ::;,,flf XII t;surnmarlzes these points.

Tal,le 1.2 Qualities of tnlonmtion

Qrilitv Ha , ta Et$ure etal ry

Compleie

Trusrworthy

Timely

Up to dare

Brief

Significance mderstandable

Ensure corlect input and pro.esBing rules
Inciude all dara
Do not hide urpteasant jnJormarion

Cive ai rjght rime
Include all data up to presmt rime
Understad user needs
Summarize relevanr informarion
Use atiraciive formal and graphical charts \

In I.i. .\dplq. we l-"\ F dr"(us"ed ihe nFpo ro. inror .lratiun for nandS:.rg org.nil.iiu.rs.
]ll.l^: , , i, obrain, d by.rpproprra,e pro.es\;1t oi "vJrtabie dara.in i,.i.:";;;,,.",rr r.necessarv,owrrkb.c.ward,ironar."".r"jg".r,";;i,""i^;;;,;:;."ii:,".,"
hr'i.r, wr,"n prorersed wourd e,* 11," ,,r"._1"1,.- _,;,:::;--,1: ',1.',,". -,'," ":houldbebr.edorranl.,.ili,,-I.l,,.il 'i':ind i'n' DarJ '^liFCtiorr d"d orEn{.i.7rr,o,
th,s,nDi. in'are, .t,"p -...,")"L 

". ii.r'' 
rnrurnrd';on eqLr'relrenrs weuiirpru.nro

rhat is' ir ldci. d,"" ,, -",:ll' 
rff)-be do'.e nrar rdlr\ Io obldir r'ece5sary

v orgnn,/dlion. drd is qu;{e adetuarE ir rtre' 4, ,

1.1 Distinguish betwe€n d
inJormation obtaircd b
Give two examples of r1.2
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iately
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6.

7.

rLDala.rnd inro.mJrion Jre nor s!nonymous. tlformarion is processed dd,a. D.rl.l
may be pro.e(-ed by pertorminS a,irhnrFi.c operations on .hern. D.rrd mrv.rtso

!: p19.e"'"9 b:. r"o,8.n,?ln8 tl:m b\ rpptyinB app,oprrare ruh. su.h a..orting.
mcrSu g. \FrF,ijon mJhhinE. fit.erirS. et..

2. lnlormJtron rpqrirenrpnt. for m,nrging orgarizJrion" may be .tassjfipd aq
sh-aiegic, tnctjcal and operational.

Srr.rrFgic infornrdtion s ueedFd for tong ranBe ptanning. It is less srru, ru,ed and
drtircull lo ob{din by pro,."siIS rarv d.rra,

Tactical information is used to iake short range decisions and for better controloI the functioning of ih€ ortanization. It iequires cornplex 
""d 

i"g;i..,;
processinS of data.

Operrtiondl intormrtion iq used tor day+o.dry mrndSement of orSan.z.rlions. rr
rs oblrined by simple pro. c.sin8 ol d.rta. il i5 welt .rrucrur;, dnd more
voluminous.

Statutory inlormation consisis of reports to be seni to govemment by lay/.
Managem€nt oI organizarions is divided tuncrionaly. Deperding on the size of
the organization, each function maybe delegated to diffe;nt ma;agers.
T rrSe or8.r iz.rtions h ould hrvF a hiprarcr-i.Jt nanJgemenr -.r u, ture h iLh .oo
leve mdn.]gers, middlF levet marJg-r\ a1d trre rnJniger_.
Too level rn,:ragers are e\pecled to mrtp poiicies a1d n.ed srraregjl inro! m.rtion.
Middle levFl n,rnaSer- dirc.l and Lonhol the tu,.rionirg o, irgan.zation ror.hiev" oplimJl pFrformrnLe rnd eed tdcrical infornrdtjon. Line manrperc
supewise day-ro-day opera,ion5 dnJ sreer oper.rtionc ro mpFr l.rrSFrs ser by nd;dlc
level managers. They need operational information.
lhe pr'nr-ry runctionJl .rrcrs of many orga,,:?aLion(.rre Irurnnn Resource. tro_

d uclioa. Ma p-i.rlr fir.rnce. M.rrtFr;ng and le-Fa rch, DF. ign Jnd De\ Flopmen tf
ThF jnformJtion given to n,,rnager\ rLLrr be ac(ur.rie comptete,rnd tr:st*orrhvl
Tr mu"l ilso be up ro da,e Jnd rjmety. ,t mu:r be reter,nr, bri.r,.a,b-rc,ivelv
pre,errled .rnd its sisniticJLrce dader)t;nd.rbte.

EXERCTSES

Distinguish between data and information. Give two examples of data and
inlormation obtained by processing data.
Cive h^o p\a1rnlc. of non-rrilhrnc-il drr. pro,..< ns

1.1

10.

9.

3.

L

5_

11.

1.2


