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1. In your own words, define each of the following terms as they relate to information.  Give examples of each, where possible.

(a) organisation

(b) mission statement

(c) organisational goals

(d) management

(e) senior managers

(f) middle managers

(g) operational managers

(h) information flow

2. (a)  What are the fundamental differences between profit and non-profit organisations?

(b)  Give three, preferably quite different, examples of organisations that are profit-based?

(c) Give three, preferably quite different, examples of not-for-profit organisations?

3. Copy out the tables on pages 38 and 39, which define organisations in terms of their size.

4. Copy out the chart on page 41 which can be used to describe the organisations in terms of their type and ownership

5. When referring to how organisations work, organisations can be described in terms of four different areas.  List these.

6. List the seven functional activities that organisations must manage and control.

7. Copy out the diagram on page 47 related to management levels in organisations.

8. Discuss   (a) strategic problems and decisions
(b) tactical problems and decisions
(c) operational problems and decisions
in terms of (i) what they are, (ii) who is involved in dealing with them and (iii) the time frame they tend to involve.

9. (a)  List 5 sources of external information.

(b) Now list 5 examples of external information.

(c)  List 5 sources of internal information.

(d)  Now list 5 examples of internal organisation.

10.   Differing levels of management have different information needs.  Describe the differences in the needs of senior, middle and operational managers and also non-management workers.

11.   What sorts of information is produced by organisations but tends to remain internal to the organisation.  Give some examples.

12.   What sorts of information is produced by organisations and supplied to outsiders.

  Give some examples.
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