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Principles of document production (Activity 3)
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Unit T/506/1901; Principles of Business Document Production and Information Management
Activity 3 – Understand how information is managed in a business organisation (AC 3.1, 3.2, 3.3, 3.4)
As part of your role you will have access to large amounts of information and it is important you follow the correct processes when accessing and using this information.
1. In the table below, identify the different types of information found within the organisation and the key uses of this information.

	Type of information
	Use of information

	
	


	
	


	
	


	
	




2. Why is safe storage and efficient retrieval of information important?
……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

3. In the table below, identify different types of storage system and the key features of each.

	Storage system
	Key features

	





	

	





	


4. What are the legal requirements for the storage of business information?
[bookmark: _GoBack]……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
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