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                                                                                                                                                                                                                                                                                                                                            Organisations
1.0 
Introduction

An informal report has been requested by Emma Moore to cover the criteria for the Business Information Systems module of the National Diploma IT Practitioners course. The report is due in for feedback on 25th September and due for the final hand-in on the 16th October 2006.
2.0 
Information

This information has been gathered from class notes and PowerPoint presentations provided by the tutor. The images were either found using the internet, or were drawn on the computer, the hierarchical model was found from the following website: http://www.imgw.pl/wl/internet/zz/english/projects/_smok_imp/en2/B.2.12.2.html And the flatter model was found at http://www.sabic-europe.com/europe/facts/_en/index.htm 
2.1 
Types of Organisations
There are two main types of organisational structure, these are: Hierarchical and Flatter, below I will explain each of these in detail showing any benefits and disadvantages which they may have.
· Hierarchical – This has many layers of organisation, so it looks like a pyramid. It is normally used by large companies or organisations. An example of this type of organisation is the Armed Forces. Advantages of this type of organisation include that everyone knows what they control and who works under them, and who they are responsible to. Communication of ideas from the lower level people to the high level people is the main disadvantage of this organisational structure.
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· Flatter – This has only a few layers of organisation, so it looks much flatter than a Hierarchical organisation. It is normally used by an organisation which wishes to keep the number of layers of organisation to a minimum. Advantages of this type of organisation include that it allows good communication between the people in the organisation, and also that it creates a happier workplace as it reduces the feeling of “them” and “us”. Disadvantages of this type of structure are that it may not be so clear to people where they stand within the organisation.
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2.2 
Functional Areas
There are two functional areas in organisations, these are Internal and External. Internal Functional Areas include:
· Finance,

· Sales,

· Purchasing,

· Marketing,

· Human Resources,

· Operations,

· Design,

· Distribution,

· Research and Development,

· Administration

· ICT Service.

External Functional Areas include:

· Customers,

· Suppliers,

· Legal and Statuary Bodies,

· Health and Safety Executive,

· Inland Revenue,

· Customs and Excise.

Financial: receive money from the customers and spend money paying the suppliers and other outgoing monies. They are the central hub of the organisation.
Sales: receive customer queries and orders.

Purchasing: deal with suppliers, orders supplies and raw materials from the suppliers.

Marketing: keeps track of the mindset of the customers.

Human Resources: deals with all aspects of staffing.

Operations: manufacturing side of the organisation, responsible for quality control.

Design: responsible for how a product looks, responsible for the practical application of new and adapted designs.

Distribution: deals with transporting and delivering the goods.

Research and Development: insures that the company is up-to-date.

Administration: this is central to the company, and it services the other functions.

ICT Service: deals with all aspects of ICT in the organisation.
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Information Interface Diagram:
· Purchasing:

· Sends the purchase orders to the suppliers to get more stock. This is required so that the warehouse will not run out of stock.
· Sends the purchase details to accounts. This is required so that accounts can send the money to the suppliers.
· Receives re-orders from the Warehouse. This is required so that the warehouse does not run out of stock.
· Receives a copy of the delivery notes from the Warehouse. This is required so that they know that the warehouse has received the stock.
· Suppliers:

· Sends the delivery notes to the Warehouse. This is required because the warehouse needs to be able to check the received stock.
· Sends the purchase invoice to Accounts. This is so that accounts can send the money.
· Receives purchase orders from Purchasing. This is so purchasing can order items.
· Receives Payments from Accounts. This is so they can get paid for the items sent.
· Accounts:

· Sends payments to the Suppliers.

· Sets credit limits for Sales. The credit limit is so sales know how much to let each customer order.
· Sends sale invoice to Customers. This is so the customers can pay for the goods.
· Receives purchase details from Purchasing. This is so they know what purchasing is ordering
· Receives purchase invoice from Suppliers. This is so they can pay the suppliers.
· Receives sales details from Sales. This is so they know what sales are going on.
· Receives payments from the Customers. This is because the customers need to pay.
· Receives a copy of delivery notes from the Warehouse. This is so that they know that the goods have been delivered.
· Sales:

· Sends order details to the Warehouse. This is so the warehouse can sort out the items for the customers.
· Sends sales details to Accounts. This is so accounts can invoice the customers.
· Receives credit limits from Accounts. This is so they know how much money to allow each customer.
· Receives the customers order from the Customers.

· Customers:

· Sends payments to Accounts.

· Sends their orders to Sales.

· Receives despatch notes from the Warehouse. This is so they can check that their order has been sent.
· Receives sales invoice from Accounts. This is so they know how much to pay.
· Warehouse:

· Sends copy of delivery notes to Purchasing and Accounts.
· Sends re-orders to Purchasing. This is o it doesn’t run out of stock.
· Sends despatch notes to the Customers. This is so the customers know that their orders have been dispatched.
· Receives order details from Sales. This is so they can pick and dispatch the items to the customer.
· Receives delivery notes from Suppliers. This is so they know that the new supplies have been delivered.
2.3 
Information Flows

There are three ways in which information can travel through organisations:

· Upwards

· Downwards

· Laterally (across)

Upwards communication: information is passed through all levels starting from low down in the organisation. An example of this is when a worker finds a problem with the company and reports it to their superior, the superior will then pass it on up to the people who dictate the changes.
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Image to show upwards communication.

Downwards communication: information is passed through the organisation from the top level, or from higher levels, this type of communication can be bad as it can make people feel that they are being forced into doing things. An example of downwards communication is when there is a new set of standing orders set by the management.
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Image to show downwards communication.

Lateral communication is when people of a similar level communicate with each other. This may happen when two departments are working together on a project.

All three of these types of communication need to occur within an organisation for it to function properly, this is because there needs to be upwards communications of complaints, downwards communications for new orders, and lateral communication for if two departments are working together on a project.
3.0 
Conclusions
3.1 
Types of Organisations
So, there are two different types of organisations, hierarchical and flatter, both have advantages and disadvantages.
3.2 
Functional Areas

We looked at the different functional areas within organisations and also we looked at the Information Interface Diagram, which was then explained saying what each part of it did.
3.3 
Information


We looked at the importance of information.
-Philip Smith-


