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AVCE ICT:  Unit 2: ICT Serving Organisations
Information Types Table (completed )

Complete the following table by giving as many advantages and disadvantages as possible for each type of information. Also feel free to add any type of information you feel may have been missed. The most useful resources in this case are Business Studies books, particularly the communication sections.

	Information Type
	Advantages
	Disadvantages
	Internal or External (I/E)

	Written Information
	
	
	

	Report
	It is useful to present large amounts of information, It can keep people up to date
	Very Time Consuming. 
	I

	Memorandum
	You can use it to remind people of things they need to do. Prove you gave it to them.
	Takes time to write out. It could get lost.
	I

	Notices, Agenda, Minutes
	These are written recordings. Says what is going to happen. So you could use it for planning.
	People may not notice it. It might have been taken down wrong.
	I

	Newsletter
	Keeps staff informed of what is happening. May help company sprits rise
	If not appealing workers may not want to read it.
	I

	Notice Boards
	Increase the sense of belonging to company. Some useful ideas may come out
	People may not use it. Might just take up space.
	I

	Verbal Information
	
	
	

	Face to face
	You get to know the people. Easier to understand and explain or help with problems or difficulties.
	Takes up a lot of time. Not prepared for certain questions. Might make wrong feeling come across
	I/E

	Meetings
	A group gets to discuss many ideas so everyone understands the future of the business. Make important decision
	If people are not invited to a meeting this may cause disputes. Meetings are time consuming, as everyone has to find a time slot when they can all meet.
	E

	Telephone
	Can communicate with people instantaneously and over a long distance.  
	People expect you to reply straight away. Telephone connections could be bad and someone might misunderstand you 
	E

	Electronic Information
	
	
	

	Intranet
	Can put company info. On so that people can access it and find out about the business, Good way of giving information out (BBS) or to voice opinions of the company (chat, etc.)
	People may not know how to use it. Need to have staff constantly updating it. May not have enough computers to access it.

Might be difficult to keep it to it’s full usefulness.
	I

	Internet
	Huge amounts of information. Can use to give lots of information to a large amount of people.
	Costs money to use. Could be slow. May be used for other things.
	E

	Electronic mail (Email)
	Good way of communicating quickly all over the world. No problems with bad translation or understanding. Easy to use. Saves in stationery costs. All letters are recorded. Can work from home. Recipient does not have to be present when the letter is sent
	People expect you to e-mail them back straight away. Messages could sound abrupt.
	E/I

	EDI (Electronic Data Exchange)
	Allows uses to exchange business documents over a telephone network. Can drastically reduce the amount of paperwork. Can transact quicker.
	Information could be sent badly e.g. sent to wrong person. Huge telephone bills.
	E

	Facsimile (Fax)
	Allows exact copies of letters or documents to be sent to another machine. Can be quick.

Avoids postal delays and losses.
	Good way of making copies to send to multiple people. Cheaper than having a scanner and computer.
	I/E

	Centralised Database Systems
	Helped with inputting data and making it useful. Can be used to search for customers, products or even payroll. Large volumes of information,
	Could loose it all which could be very bad.

Lots of work to configure it. People to keep it running. Training people to use it.
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