
OFFICE

COLLECTS/RECEIVESINFORMATION

ARRANGES/ORGANIZESINFORMATION

RECORDSINFORMATION

STORESINFORMATION

ISSUES/GIVESINFORMATION

Collection/receivingofinformation:theofficecanreceiveinformationfrom
customerswhoarerequestingforgoodsorservicesoftheorganization.This
canbedonethroughletterofinquiry.Itcanalsoreceivepurchaseorderor
telephonecallsfrom customers

Arranging/organizingofinformation:informationissystematicallyarranged
andsortedouttomakemeaningandvalue.Officeprocessesincomingand
outgoingmails,arrangesdataforbusinessoperations.

Recordingofinformation:informationconcerningstockofgoods,pricesof
goods,customers,complaints,andworkersrequestsarerecordedintheoffice

Storingofinformation:informationisstoredforreferencepurposes.Toensure
this,theofficewrittendocumentsarekeptinfilesandinappropriatefiling
equipmentorfireproofcabinets.Inmostoffices,informationisstoredin
computersystems.




