INFORMATION
Information is a necessary and vital input in any decision-making process in an organization. However, it is not available in ready form, rather it has to be generated from data which acts as a raw material that needs some processing, 

The generation of information is shown as following:


[image: image1]
Thus, information in its unprocessed form is called data, which is generated as a by-product of transactions taking place in the organization. Information, on the other hand, is processed data and has an element of surprise. Information reduces uncertainty and triggers action. Davis and Olson have defined information as data that has been processed into a form that is meaningful to the recipient and is of real or perceived value in current or prospective actions or decisions.
Types of Information
Broadly speaking, information could be classified on the basis of the purpose for which it is utilized, into three main categories, namely:

1. Strategic Information.

2. Tactical Information, and

3. Operational Information.

1. Strategic Information : It is required by the managers at the strategic level of management for the formulation of organizational strategies. This relates to long-term planning policies of the organization as a whole. For example, information pertaining to new technologies, new products, competitors, etc.

2. Tactical Information : Information in this category is used in short-term planning and is of use at management control level. For example, for sales analyses and forecasts, production resource requirements , annual functional statements, etc. this type of information is generally based on data arising from current activities of the organization. However, some of the tactical information, such as competitor information, may arise from sources external to the organization
3. Operational Information : Operational information applies to short periods which may vary from an hour to a few days. It is generally used by decision-makers at the operational level. It is often required for taking immediate action. Examples of operational information may include current stocks-in-hand, work-in-progress levels, outstanding orders from customers, etc. The source of such an information is usually current activity data.

Information Quality

Quality of information refers to its fitness for use, or its reliability. Some of the attributes of information, which influence the quality of information, are discussed as follows:

Timeliness
Timeliness means that information must reach the recipients within the prescribed timeframe. For effective decision-making, information must reach the decision-maker at the right time, i.e. recipients must get information when they need it. Delays, of whatever nature, destroy the value of information. Timely information can ensure correct executive action at an early stage. The expected losses could be eliminated/ minimized and gains maximized by proper management of operations. The report which is required by an executive on the sixth of every month, if presented later, is considered of doubtful value and decisions taken on its basis would not be as effective as might have been otherwise. B.K. Chatterjee has gone one step further and said that information delayed is information denied. Similarly, many short-term business opportunities may be lost. For example, a discount on bulk purchases offered by a supplier may be lost because of late reports. The characteristic of timeliness, to be effective, should also include up-to-date, i.e, current information. In other words, timely information does not mean intime information only rather it means timely as well as up-to-date information.
Accuracy
Accuracy is another key-attribute of management information. As per John G. Burch and Gary Grudnitski , accuracy means more than just one plus one equals two. It means that information is free from mistakes and errors, is clear and accurately reflects the meaning of data on which it is based. It conveys an accurate picture to the recipient, who may require a presentation in graphical rather than tabular form. Accuracy also means that the information is free from bias. H.C.Advani , has advocated the importance of accuracy by stating that wrong information given to management would result in wrong decisions. However, at the same time, he has cautioned that accuracy should be within limits or as desired and should not be achieved by sacrificing promptitude. As manager’s decisions are based on the information supplied in MIS reports, all managers need accurate information. If MIS supplies accurate information, the confidence of the managers will be strengthened and as a result, system implementation will be a success.
Relevance

Relevance is yet another key-attribute of management information; Information is said to be relevant if it answers specifically for the recipient what, why, where, who and why? In other words, the MIS should serve reports to managers which are useful and the information helps them make decisions.
However, what is relevant information for one recipient is not necessarily relevant for another. The relevance of information from a specific customer order, for example, will vary among the employees of the company. The individuals most directly responsible for processing customer orders will regard the detailed contents of a specific order as necessary information to perform their respective jobs. Individual sales persons will most likely be interested only in orders pertaining to their customers and perhaps, in the aggregate of all the orders received in a given commission period. The sales manager may be interested in all customer orders but finds the data the data relevant only when it is reported or presented in reference to quotas, forecasts or budgets. Accountants view customer orders as data until such time as they represent, or are processed into, billable shipments, accounts receivables, monthly revenues and so forth. Personnel in employee relations, research, and engineering routinely do not regard customer orders as relevant to performing their jobs.
Adequacy
Adequacy means information must be sufficient in quantity, i.e., MIS must provide reports containing information which is required in the deciding processes of decision-making. The report should not give adequate or for that matter, more than adequate information, which may create a difficult situation for the decision-maker. Whereas inadequacy of information leads to a crisis, information overload results in chaos. Therefore, adequacy is a vital attribute of information which underscores that a reports should cover all related aspects about a particular error or situation which the report is reporting.
Completeness

The information which is provided to a manager must be complete and should meet all his needs. Incomplete information may result in wrong decisions and thus may prove costly to the organization. In extraordinary situations, where providing complete information is not feasible for one reason or the other, the manager must be informed of this fact, so that due care in this regard may be taken.
Explicitness
A report is said to be good quality, if it does not require further analysis by the recipient for decision-making. On the other hand, a poor quality report requires further analysis or processing of its contents. Therefore, explicitness is a prominent attribute of management information procured through the MIS of an organization. Thus, the reports should be such that a manager does not waste any time on the processing of the report, rather he should be able to extract the required information directly.
Exception-utility
Today, more and more organizations are being run on the principle of management by exception. Top managers need only exception reports regarding the performance of the organization. Exception reporting principle states that only those items of information which will be of  particular interest to a manager are reported. Usually, these items indicate that normal operations have gone awry. This approach results in saving precious time of the top management and enables the managers to devote more time in pursuit of alternatives for the growth of the organization. If reports do not follow the exception reporting principle, these will provide even those details which are not required by managers and thus a lot of their time would be wasted in sifting useful information, and as a result, they will not be able to spend much time on other important activities of the organization.
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