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Look at the following gxamples: /
A class without A team without A home without
a teacher. a captain. a mother.

In all these cases, situation is likely to be disorganised because there is
no management. So, Management is essential for all organisations .

V\/\/ o
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MODERN MEANING OF MANAGEMENT

Management, is defined as a process of getting thi e
with the aim of achieving goals =@: efficiently.

The concept of management focuses on three elements

I . "
| [t=twe. gcnst
Process / Effectiveness Efficiency
It me\a:s\th/}/ewimary It is concerned with It means doing
functions or activities doing the right task, the task correctly
that management completing activities and with
performs to get and achieving goals minimum cost.

things done. on time.
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EFFECTIVENESS VS EFFICIENCY

Completing the task with minimum cost,optimum

Completing the task on time, ho matter whatever the cost. e e ; .
utilisation of resources and in cost effective manner.

Objective To achieve end result. « To conduct cost bengfit analysis.
Aa
Main collaboration Doing the right task. Doing the task in right way.
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RELATION BETWEEN EFFECTIVENESS & EFFICIENCY

Domino’s gives two delivery boys— GoI| & Tapu

—a target of delivering 20 pizzas in 2 hours.

* Goli delivers all 20 pizzas within 2 hours, but

drives 50 km because he ch"bosesm routes.
— Effective, but not Efficient,

* Tapu also delivers all 20 pizzas within 2 hours,

but plans the best route and drives only 35 km,

saving fuel and\?f T =

— Both Effective and Efficient.

~

A




B
g
N
1
N
%))
.
O

uET

-

PRO

COMMERCE+C




Class 12th




ok | 4 Yo
CHARACTERISTICS OF MANAGEMENT oo pias dtdivn

%nagement is a goal-oriented process:

e An organisation has a set of basic goals which are the
basic reason for its existence.

e Different organisations have different goals.

e Management unites the efforts of different individuals
In the organisation towards achieving these goals. -

\/(anagement is all pervasive: (\)NVMSOQ 1['\ (WQ‘DKMC])

The activities involved in managing an enterprise are

common to all organisations whether economic, social or
political. s

e ]
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Management is multidimensional: \ \L%

_—_—_—_——————

Management is a complex activity that has three main dimensions.

These are:

uﬂ:nagement of work: All organisations exist for the
performance of some work. In a factory, a product is
manufactured, in a garment store a customer’s need is
satisfied and in a hospital a patient is treated.

\O/Nfanagement of people: Human resources or people are an
organisation’s greatest asset. Despite all developments in
technology “getting work done through people” is still a major
task for the manager.

2ANanagement of Operations: In order to survive and grow,
every organisation produces goods & services. Management o \/\)Ou\k -\Y- 'P-UD (E,
operations combines management of work as well as people — —
to produce the goods.




» S

nagement is a continuous process:

The process of management 15 a series of
continuous, composite, but separate

functigrs (pIaWorgamsmg, directing,
staffing & controlling)

\/ﬁanagement is

e An organisation is a collection of diverse
individuals with differ_e_raneeds.

e Every member of the group has a different
purpose for joining but as members of the
organisation they work towards fulfilling the
common organisational goal.

e This requires team work and coordination of
individual effort in a common direction.
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Toppers Y 4

/ §§53’ I//, “ \
AV
) 4 B l \' .

S

v 171,15,
Saath-Saatk

‘Hairt



\ N
Toyggs)l

\/(anagement is a dynamic function:

e =

t
An organisation interacts with its external %Q,\ \(\J\
environment which consists of various factors. In
order to be successful, an organisation must
change itself and its goals according to the :
needs of the environment. M\J\W\ ‘3 OA

ﬁ

vmmnag:jement is an intangible force:

Management is an intangible force that cannot be
seen but its presence can be felt if the targets are
met according to plans, employees are happy and
satisfied, and there is orderliness instead of chaos.
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OBJECTIVES OF MANAGEMENT

T S N S
Objectives are the ends towards which all activities of an organisation are directed.

~ Objectives can be classified into \o S
_// — o LEs . ‘ A vb
rganisational < social ») S0 CAdA Personnel =)

Objectives

Objectives bW, Objectives
“

6 \

LECN
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Organisational Objectives
e —————

The main objective of any organisation should be to utilise human and material resources
to the maximum possible advantage, i.e., to fulfill the economic objectives of a business.

These are -

Survival Profit Growth
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Organisational Objectives

Survival :B:‘wmc' K IO L

The basic objectives of any business is BLF@MQA - oL
survival. In order to survive, an organisation

must earn enough revenues to cover costs.
e e —

Profit
Mere survival is not enough for business.

e Profit is the reward for risk bearing and is
essential for covering its costs.

Growth

A business needs to add to its prospects in the long
run. Growth of a business can be measured in terms of
sales volume increase in the number of employees,
marke’@, number of products, etc.  —
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Social Objectives = Swﬂg

As a part of society, every organisation whether it is
business or non-business, has a social obligation to fulfill.

#

Some of the major social objectives include:

\ePfotection of environment by using environmental
friendly methods of productions.

\a/Generation of employment opportunities for
weaker or underprivileged sections of society.

v’éviding basic amenities like schools and

healthcare, etc. for community. ! (e' :

_2~Supply of good quality products at fair prices. Jesd
nducting business in lawful manner.
Avoidance of anti-social and unfair trade practices.

\
Toygégs )l
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Personnel or Individual Objectives /‘ZwF\O(jw :

#

As employees and one of the most valuable

resources for an organisation, satisfaction of their
objectives is very important.

Personnel objectives include satisfying the following needs:

.\O/Fl’nancial needs like competitive salaries and perks.
\e&S0cial needs like peer recognition (self respect and
respect for colleague).

\/Higher level needs such as policies for \ersonal
rowth and development. ‘PMOW\O'RW
Good and healthy working conditions.
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IMPORTANCE OF MANAGEMENT

%agement helps in achlevmgw
anagement helps in the development of society

& Management creates a dynamic organisation :
\a/l\/\anagement helps in achieving group goals |

\-VMEnagement increases effnmency

TO LA AU COST = MO
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NATURE OF MANAGEMENT

Management has evolved over a period of time along with
modern organisations. However, one question that needs to
be addressed pertaining to the nature of management is
whether it is a science or an art or both? In order to answer
this let us examine the features of both science and art to

see how far management W
P
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Management as a Science

Science is a systematised body of knowledge, acquired
through observation and experimentation, that explains
certain geperaltruths or the operation of general laws.
The basic features of science are as follows:
ystematlsed body of knowledge:
> Science is a systematic body of knowledge,
whose principles are based on a cause and
effect relationship.
© Management satisfies this feature as it also has a
systematised body of knowledge, built up by
management practitioners over a considerable
period of time.
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Management as a Science

\/{rincimes based on Observation and Experimentation:
o Science principles are first developed through

observation and then tested through repeated
experimentation under controlled conditions.

© This feature of science is not cent percent
applicable in management. Management deals
with human beings & their behaviour cannot be
accurately predicted .
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Management as a Science

e Universal validity

o Scientific principles have universal validity and
can be applied in all situations and at all times.

© This feature of science is also not cent percent
applicable in management. Management
principles are not as exact as the principles of
science and they have to be modified
according to a given situation.

e Conclusion
© On comparing the features of science with
management, we can conclude that lE U\W\}D = 1l -
management cannot be considered an exact or }
accurate science.
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Management as an Art

Art refers to skillful and persega%igglication of
systematic I<now|ed95,to b\ri},g esired results. It can be
acquired through study, observation and experience.

Features of Art Vs Management ol
\; Existence of Theoretical Knowledge: ‘# |
o Art is based on existence of some theoretical 3 |
knowledge of concepts and principles. For - 7
example, literature on dancing, public v o
speaking or acting is widely available. \/
© This feature of art is present in management { i
as it also involves use of theoretical AN

knowledge like principles and techniques.
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Management as an Art
\/ésonallsed Application:

o Art is a personalised concept as everyone applies
the theoretical knowledge in his own way. For
example, two dancers, two actors or two writers
will always differ in demonstrating their art.

© This feature of art is also present in management
as every manager has his own unique way of
managing things and people, although all
managers learn same management theories and
principles.
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Management as an Art

o Based on Practice and Creativity: \ Q= C'\oM

o Application of art needs regular practice to do
things creatively and skilfully. Art can be
iImproved through constant practice.

o This feature of art is also applicable in 7
management. Managers also improve their = * C(QJA
managerial skills and efficiency with regular
application (practice) of management principles. r

e Conclusion
o Finally, it can be concluded that management is an
art as it satisfies all its characteristics. It is rightly
said that “Management is the art of getting work
done through people”.
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Management as a Profession

Profession refers to an occupation backed by specialised

knowledge and training, in which entry is restricted.
P W

Features of Profession Vs Management
\//Well-defined body of knowledge:
o Every profession has a well-defined body of knowledge,@

which can be acquired through instructions.

o This feature of profession is present in management as
it also consists of systematic knowledge of concepts,
theories and principles. This knowledge can be acquired
at different institutions and through large number of
books and journals.
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Management as a Profession cS ( p{ "7 3 . 5 mo{‘ W\’?J ‘
\B‘eéicted Entry:

© Every profession restricts the entry through an
examination or through acquiring an educational
degree. O

© This feature is not applicable to management as
management is open to all individuals who want to
learn skills of management. There is no restriction on
any person being designated or appointed as manager.

\.V{rofessional Association:
> All professions are affiliated to a professional association which and enforces a code of For
example, a lawyer has to become a member of Bar Council, to practice law in India.
© This feature is also not applicable to management as it is not compulsory for a manager t
be a member of any management association. Although, there are management
associations but they do not enjoy legal status.
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Management as a Profession

\_}/t/hmal code of conduct:

> All professions are bound by a code of conduct which guides
the behaviour of its members. For example, doctors take the
oath of ethical practice at the time they enter the profession.

© This feature is also not present in management as there is no
uniform code of conduct for the managers. Although, certain
management associations have formulated ethical codes for
managers, but there is no legal support for it.

\;/Serwce Motive:

o The basic motive of a profession is to serve clients by
rendering dedicated and committed service. For example,
task of lawyer is to ensure that his client gets justice.

o This feature Is not cent percent applicable in management
as the basic aim of management is to help the organisation
achieve its stated goal.
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Management as a Profession

e Conclusion
o Finally, it can be concluded that management
does not possess all the necessary features of a
profession. But, it is moving fast in the direction
of becoming a profession as professionals enjoy
higher status in every society.
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LEVELS OF MANAGEMENT /4

Management is a group activity. On the basis of extent of authority & responsibility, a chain

of superior-subordinate relationship is created. \ﬁecﬁ
This chain is known as Hierarchy or Levels of Management. ( ED D(

\/ Top Level b\)e\kg)\ SQ@*{) 7 MM’JO\

Management F >
Level sabke |klenge*
\/Middle Level /\.\

Management

\,/ower Level

Management
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Chief Executive Officer, Chief Marketing Officer,
Chief Sales Officer, Chief Technology Officer,
President, Managing Director

Marketing Manager, Purchase Head,
Sales Manager, Operations Manager,
Branch Manager, Finance Manager

Low Level Supervisor, Foreman, Clerk,

Junior Managers, Inspectors

P e
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Top Level Management

e Main functions of Top Level are:
\>~10 Integrate diverse elements and coordinate the activities of different
departments accoraing to the overall objectives.
esponsible for the welfare and survival of the organisation.
“>Analyse the business environment and its implications for the survival of the firm.
\formulate overall organisational goals and strategies for their achievement.
_sResponsible for all the activities of the business and for its Impact on society.

K A R A N A U J L A

> ON 1ODP
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Middle Level Management ’ -
e Main functions of Middle Level Management are: PJ\DCQWU!—\M btf
~Ihterpret the policies framed by top management 5
\oEnsure that their department has the necessary personnel O
~=Assign necessary duties and responsibilities to them Ele

\O/Mf)tivate them to achieve desired objectives, and
“TCooperate with other departments for smooth functioning of the organisation.
e ——
Middle level acts as the link between top and lower level managers. They are

subordinate to top managers and superior to the first line managers.
—_—



Lower Level Management
’ AWL :

”Main functions of Operational Management are:
\oAT0 oversee the efforts of the workforce.
\«To interact with the actual work force and to pass on
Instructions of the middle management to the workers.
~oF6 ensure that quality of output is maintained, wastage of
materials is minimised and safety standards are maintained.

~~To represent workers grievances. (Omf\MS :

\~T0 ensure safe and proper working environment to workers.

It Is the Jowest levelinthe hiergrchy of management. They are also

called as First Line Managers.

\ N
Toggc)a(;s)l
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These functions may be broadly classified into five categories: %
C
Planning Organising Staffing
Planning is the function of It is the management function of assigning Staffing is finding the
determining in advance what duties, grouping tasks, establishing right people for the
to do, when to do, how to do authority and allocating resources required right job.
and who is going to do it. to carry out a specific plan.
Directing Controlling
e e S \
Directing is the process of supervising, Controlling is the management
motivating, leading and communicating function of monitoring organisational
with the subordinates to achieve the performance towards the attainment

organisational objectives. of organisational goals.



COORDINATION

Coordination is the force that binds all the other functions of
management. The process by which a manager synchronises the
activities of different departments is known as coordination.
—— R
Coordination : Essence of Management
V/Coordination Is needed in all management functions:
© Like a thread in a garland, coordination is a part of
all management functions: g

© The process of coordination begins at the Planning
stage and continues till Controlling stage.

\ N
Toygéﬁs)’




ordination is needed at all levels

e Top level needs coordination to integrate activities
of organisation for accomplishment of goals.

\/M\iddle level requires coordination to integrate
efforts of different sections and sub-sections.

A)wer level needs coordination in the activities of

workers, to ensure that work proceeds as per plans.

L W
e SO, coordination involves synchroazatlon of
efforts of the various units of an organisation.

\ N
Toygégs )l
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CHARACTERISTICS OF COORDINATION

The features of coordination are as follows:

\y{oordination integrates group efforts: Coordination unifies unrelated or diverse interests into

pusposeful work activity. B i
oordination ensures unity of action: It acts as the binding force between departments and

ensures that all efforts are focused towards achieving organisational goals.

. ®_@0Bordination is a continuous process: Coordination is a never ending process as its need is felt
at each and every step in the organisation.

e Ceordination is an all pervasive function: Coordination is needed in all departments and at all

levels because of interdependence of various activities.

¢»6ce>rdination is the responsibility of all managers: Coordination is the function of every
manager and no one can avoid this responsibility.

eL0oordination is a deliberate function: A manager has to coordinate the efforts of different
people in a conscious and deliberate manner.
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P CMI“
IMPORTANCE OF COORDINATION - e

\'éowth in Size

e

e With increase in size of the organisation, number of
employees also rises. T

e Individuals come from different backgrounds with
difference in interests, habits of work and goals.

e |t becomes necessary to ensure that all individuals work
towards the common goals of the organisation.

e Therefore, for organisational efficiency, coordination helps
to harmonise individual goals and organisational goals.
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\Jﬂ/{ctional Differentiation

e |[n an organisation, activities and functions are frequently
divided into departments, divisions or sections.

e Each department aims to achieve its own objective in
Isolation from the others. It often leads to clash of
Interests between the various departments.

e Coordination helps to synchronize activities of these
departments so that they proceed together in a single
direction instead of working as independent units.

‘{p‘ecialisation

e Due to increasing complexities of modern technology
and diversity of tasks, a number of specialists are hired.

e Specialists usually think that they only are qualified.

e So ,they do not take advice or suggestions from others
In matters pertaining to their area of specialisation.

e Coordination helps to reconcile the differences in

approach, interest or opinion of the specialists. Uy chna hadega
ene aagef e
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Principles of Management
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FEATURES OF PRINCIPLES OF MANAGEMENT

vémral Guidelines W‘”“k‘\’\ l"M '

Management principles are guidelines to action and
cannot be used as tailor-made tools. This is so
because real business situations are very complex

and dynamic.

For example: Imposing working hours for
employees in an organisatiQn is essential, but the
number of hours wheth@r more depends on
the organisation.

Y

. -

5 Ghante kaam karna padhega
_—
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\/(ormed by Practice and Experimentation Yl‘.. 1:39 \Bnui\ :
s \(\/\ R = \
Management principles are evolutionary in nature, r 2
l.e. They have been developed through - 2 4
observatlons experimentation and experience of | l
the management thinkers. \{ 30 - ' ‘ '

For example: In a factory,managers noticed that

giving short breaks after every two hours increased e
g ] w i Y 1!

yvorker productlylty. They tried out and then made Aae mai to { . bhmsaab

it a regular practice. '

*/ﬁainly Behavioural

Principles of management aim at influencing human
behaviour because all work is done by human beings.

For example: A manager motivates and guides the

team to work better focusing on human behaviour.
——

\



Axible lf

They are flexible and can be modified by the manager
as per changes in the b“mw\ﬁ%’l@ﬂw .

For example: A Company changed its work-from-
office rule to work-from-offtee during a storm.

\// }\\DV\C
ause and Effect Relationships

Management principles show a link between actions (cause) and

results (effect). They help managers predict c&:omes.

For example: When a company gives incentive for good
performance (cause), employees become more productive (effect).

—
\Aontingent

The application of management principles is dependent or contingent
upon the prevailing conditions at a particular point of time.

p

For example: A Manager uses strict rules in a factory but friendly talks
In a creative team. The management style depends on the situation.

\ N
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GIRGIT MAHAUL DEKH
KAR RANG BADALTA HAI

DEKH KAR
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IMPORTANCE OF PRINCIPLES OF MANAGEMENT
Providing Managers with useful insights into reality — (a«udi A*—@*’"'P‘“""d"'*""*vc""*'

2&Optimum Utilisation of Resources and Ef{’icti\ve . m
Administration  JMinlenwr  CogE = MUY Q“"tf‘“k a 0 *
Scientific decisions 7 4-

\ythanging Environment Requirements
ulfilling Social Responsibility COBJ ed’\MB
\/Management Training, Education and Research
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FAYOL'S PRINCIPLES OF MANAGEMENT

About Henri Fayol

e Henri Fayol was a French management theorist.

e Fayol was the first to identify functions of
management: Planning, Organising, Staffing,
Directing and Controlling. P00 SD &

e For his contributions, he is well known as the

‘Father of General Management’.
#
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Management Principles Developed by Henri Fayol

Division of Work

e According to this principle, whole work must be
divided into small tasks or jobs and each job must
be assigned to a trained spe'ETgl_i%t who Is
competent to perform it. N —

* For examplé&:Tn Bank,one person is receiving
cash,one is giv@ cash,one is making entry in pass
book,one is giving loan,ore is doing F.D. etc. So
work is divided and bank operates efficiently.
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\,A/uthority and Responsibility

e According to this principle, there should be a proper balance between authority and
responsibility.

e Authority is the right to give orders to subordinates and responsibility is the duty,
which a subordinate is expected to perform by virtue of his position in organisation.

e For example: If a foreman is given responsibility to produce 50 units per day, then he
must be given requisite authority to achieve this target. If he is not given authority to
draw raw material from stores, then he cannot be blamed.

RESPONSIBILIT" AUTHORITY
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fScipline o oD — £

e Discipline refers to obedience to rules and
regulations of the organisation, which is
necessary for systematic working of the
organisation. o

e For example: If a manager has agreed to give
Increments in salary to employees in lieu of
overtime worked by them, then the employees
must be disciplined to work effectively and
efficiently and manager must also be disciplined
to meet the promise of increments.
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\-U‘ﬁty of Command

e According to this principle, each subordinate &&‘UA T/\ w/\o(je)\

should receive orders and be accountable to

one and only one superior. /\\

e |[f an employee gets orders from two superiors
at the same time, then the principle of unity of
command is violated.

e For example: Suppose, Marketing Manager of a SOQ P
Company allows the sale executive to grant % lon
10% discount, whereas, Finance Manager
instfucts not to offer more than_5% discount. In
the given case, there is lack of unity of
command. This can be avoided if there is

coordination between various departments.
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ad
%y of Direction /\'ﬂa

Nose

e Unity of Directiaon implies that there should be one /-7
d @for group of activities having A
arTe objectives. B hb\’

e According to this principle, all the units of an
organisation should be moving towards the same
objectives through coordinated and focused efforts.

e For example: If a com@\y Is manufacturing
motort‘ecles as well as cars, then it should have two

separate divisions for both of them. Each division
should have its own incharge, plans and resources.
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EFFECTIVENESS VS EFFICIENCY

Unity of Command vs Unity of Direction

UNITY OF COMMAND UNITY OF DIRECTION

One subordinate must receive orders and be There should be one head and one plan for

accountable to one and only superior. group of activities having same objectives.

Prevents dual subordination. Prevents overlapping.

Implication Affects an Individual employee. Affects the entire organisation.




EFFECTIVENESS VS EFFICIENCY
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Management Principles Developed by Henri Fayol W M ; 77? \L.V\JAV(M
T-

\A/Subordination of Individual Interest to General Interest:

o According to this principle, interest of the organisation as
a whole must prevail over the interest of the individuals
or employees.

o In an organisation, every individual has his own interests
and company has got its own objectives. This principle
demands that each individual should sacrifice his
personal interest for achieving company's objectives.

o For example: An employee wants to leave early, but stays
back to help the team meet a deadline- putting company
Interest above personal interest.

Wk\



\ N
e Remuneration of Employees

© According to this principle, overall pay and compensation QesK
should be fair to both employees and organisation.

o Employees should be paid fair wages, which should give
them at least a reasonable standard of living.

o At the same time, it should be within paying capacity of
the company.

© For example: If a company has earned higher profits, then
It must share some of its part with the employees in the
form of bonus, which would be very satisfying to them.
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\.Véntralisation and Decentralisation
o According to this principle, there should be
proper balance between centralisation and
decentralisation in the organisation.
o Too much centralisation leads to delay in work

and complete decentralisation leads to loss of o i o
control of top management. ._}‘f_.
© For example: Panchayats in our country have o)'?'\o
been given more powers to decide and spend °
funds granted to them by the government for CENTRALIZATION VS DECENTRALIZATION

the welfare of villages. This is decentralisation
at the national level.
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\-)éar Chain
o According to this principle, organisations should have a chain of authority %
/

and communication that runs from top to bottom and should be followed
by managers and the subordinates.

o However, in case of urgency, Fayol permitted a short cut in the chain,
known as '‘Gang Plank'. Gang Plank allows direct communication between
two employees of the same level, without following the scalar chain.

o It must be noted that the concept of Gang Plank is possible only for
employees of equal rank or same level. In the given example, Gang Plank
cannot be esta ed between D and F.

o For example.uperwsor) as.to pass on some important details of
work to Karan (Director) and to (supervisor of another
department). Now, Arjun cannot directly contact Karan and he will have

to follow the scalar chain. However, he can talk to_ Mahesh (through gang
plank) to avoid delays.

N






\)/Order

o According to this principle, there should be a place for
everything and everyone.
o According to Fayol, People and materials must be in

suitable places at appropriate time for mwif;igsrlsy.
o For example: If a worker is in need of a tool he must know

In which box or tool room it will be found and if he needs
guidance from supervisor he must know the fixed cabin of
supervisor. If no fixed place is given then worker will waste
his time and energy in search of tools or supervisor.

Next
Toppers Y 4




\ N
Togggﬁs)l

Sy Tk

© According to this :‘luple there should not be any
discrimination among the e s on the’basis of
relig‘\ysm Ianguagye cas(e SEX, beﬂ?feor nationality.

© For example: Ankit and Mahesh work in a company at
the position of Head Clerk and both of them have same
educational qualification. With the same job profile and
nature of work, Ankit gets a salary of 20,000 per
month, while Mahesh gets 23,000 per month as he a
relative of manager. In the given case, principle of
EqQuity is violated. As per Equity, employees performing
similar jobs should be paid same salary.
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\,Vﬁability of Personnel
o According to this principle, there should be proper

efforts to achieve stability and continuity of tenure of
personnel. i

© Once employees are selected, they should be kept at
their position for a minimum period and must be given
reasonable time to show results. Stability of Tenure of

o In short, employee turnover should be minimised to Personnel Principle
maintain organisational efficiency. =

o For example: If a new employee is appointed, then the
employee must be given time to settle down and to
adapt to the new environment and working conditions.

S
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e |nitiative
© According to this principle, workers should be . I ’
encouraged and given an opportunity to take some N\ ’

Initiative in making and executing the plans.
© However, it does not mean going against the established
practices of the company for the sake of being different
or doing something against the discipline.
© For example: An organisation must have an employee \:/
suggestion system and employees with useful

suggestions should be rewarded.

k

—




Next N\

Toppersll
\yé.pirit De Corps ‘T’\
o According to this principle, management should promote € QT
a team spirit of unity and harmony among employees. T R
© Management should promote feeling of team spirit Q)QQ)

among employees, especially in the large organisations
because otherwise there will be loss of coordination.

© For example: If a department has to achieve a target,
then according to the principle, it is the duty of each
member of the department to ensure that target is
achieved on time, even if any member is unable to fulfil
his individual target. It means that employees should not
concentrate only on achieving their individual targets but
on achieving group target.
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F. W. TAYLOR AND SCIENTIFIC MANAGEMENT

About F.W. Taylor

e Fredrick Winslow Taylor was an American
Mechanical Engineer.

e For his contributions, he is well known as the
'Father of the Scientific Management'.

e Scientific Management refers to use of
scientific, systematic, objective and logical
principles and techniques to various
managerial functions.
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PRINCIPLES OF SCIENTIFIC MANAGEMENT

\/{cience)not Rule of Thumb
o According to this principle, there should be scientific

study and analysis of each element of a job, in order to 2.00 wnk
5 v 1D - 0 wn
replace the old rule of thumb approach. m\ \o 83 -

© Taylor believed that there was only one best method to

maximise efficiency. This method can be developed ;
through study and analysis. ) —\( > u‘ 00 wr T2
© For example: Standard time or standard method for doing ~——

a task must be scientifically analysed and should not be
based on estimates, past experience or hit and trial.

PSS
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\/l(armony, Not Discord
o According to this principle, there should be complete harmony and proper understandlng
between management and workers and they should work together for

o For example: Instead of fighting over distribution of profits, they must focus attention on

Increasing it-For this, workers should work hard to raise the profits and management should
share the increased profits with workers.

A

Mental Revolution

¢ Mental Revolution involves a change in the
attitude of workers and manaagement towards
one another from competition to cooperation.

e Management should share a part of surplus with

workers and workers should also put their best
efforts so that the company makes profits.

e Such a positive attitude towards each other will
be good for both of them and also for the
company.




\yéoperation, Not Individualism

© According to this principle, there should be cooperation
between management and workers instead of individualism.
Both management and workers should realise the need and
Importance of each other.

© For example: Management can involve workers in determining
the work standards. It will increase the involvement of
workers and they will perform more efficiently. \/

\/evelopment of workers to their greatest eff|C|ency and prosperity

o According to this principle, management should aim to evelop
workers to their greatest efficiency and prosperity.

o For example: Now-a-days, companies send their employees to attend
seminars of eminent management experts (like Philip Kotler), for
mental growth of the employees.

Next
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e Functional Foremanship
© According to this technique, the task of supervision is divi ' veral
specialised functions and each function is entrusted to a gpecialist foreman.

The eight functional specialists recommended by Taylor are:

nder Planning Department (hic Roa—| Shn - 5060
o Instruction Card Clerk: To draft |nstruct|ons for the workers. A -

o Route Clerk: To specify the route of production. T}m wM WS - 20®
o Jime and Cost Clerk: To prepare time and cost sheet. d mm‘

o Disciplinarian: To ensure discipline respectively. ‘
\y( K}\ld\J*\ - me\l\w_ SOa
nder Production Department
o Speed Boss: To ensure timely and accurately completion of job.
© Gang Boss: To keep machines and tools etc., ready for operation by workers.
O Re[:;aTrTB'oss: To ensure proper working condition of machines and tools.

O Insp_é'aor: To check the quality of work.

e
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FACTORY MANAGER

e
Instruction Route Time & Disciplinaria Speed Gang Repair Inspector
Card Clerk Clerk Cost Boss Boss Boss
- Clerk B

erman
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\)/Standardisation and Simplification of Work
o Standardisation refers to the process of setting
stap_clel[.ds for every phase of business operation. g g
o These standards should act as the benchmarks during a,
production. TEACHER!

© For example: Standard time can be fixed to produce a
given level of output. If workers take more time than
the standard time, then corrective measures should be |

taken to check it. &M&Q/\JQ St

o Simplification refers to eliminating superfluous or 31#\\'\(:
unnecessary varieties, sizes and grades of the product
manufactured by the organisation.
© For example: Hindustan Unilever Limited reduced its
varieties of soaps and it generated efficient and
effective results for the company.

nnse sikhe, Slkhe innse

"
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\/ﬁethod Study

o It is concerned with finding 'one best way of doing a job.

© The objective of Method Study is to minimise the cost of
production and maximise quality and satisfaction of
customers.

© For example: To design a car, the assembly line
production would need to decide the sequence of
operations, place for men, machines and raw materials.
All this is part of method study.

\//Motion Study

© Motion study refers to making thorough analysis of various motions being -
performed by a worker while he is doing a particular task. @
© The purpose is to detect and eliminate unnecessary movements or motions

and to find out the best method of doing a particular job.
o For example: If it is observed through motion study that worker has to move

frequently for taking tools from tool box, then such unnecessary movements

can be eliminated by keeping the tool-qu near the worker.
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\Mi/me Study

o Time study refers to a technique, which is used to
determine the standard time taken by a workman of
reasonable skills and ability to perform a well defined job.

o It helps in determining how much work an employee
should be able to do in a given period of time.

© For example: On the basis or several observations, it is
determined that a worker takes a standard time of 30
minutes to make one box. It means, the worker can make
2 boxes in one hour and 14 boxes in 7 hours (subtracting 1
hour for rest and lunch in a day's shift of 8 hours). Now
this is the standard task a worker to do and wages

can be decided accordingly. | \Monb\b\ N 2-““.\-\_&

] Jweken > Gowits
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Comparision of Time Study with Motion Study

TIME STUDY MOTION STUDY

It aims to determine standard time required to do

Purpose

It aims to eliminate unnecessary movements in

a particular work. doin#l a particular work.

Development of
new methods

Tools of study It is conducted with the help of stop watch.

It does not develop new method of doing the It helps in developing new methods of doing work

work.

by eliminating unnecessary movements.

It is conducted through movie camera.
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\Aigue Study

© Fatigue Study refers to determining the amount and
frequency of rest intervals required in completing a task.
© For example: In a garment factory, workers efficiency

dropped after long hours of continuges=work. So they
were given 10-minute breaks everuced

tiredness and improved productivity:

\ | S . 9
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Aae mai toh thak gayi bhaisaab.

*’éﬁferential Piece Wage system

o Differential piece wage refers to a system in which efficient and
inefficient workers are paid at different rates.

© The basic purpose of fixing two rates is to differentiate efficient and
Inefficient workers and to suitably reward the efficient workers.

o For example: Standard output : 10 units/day

o Below 10 units : Rs 5 per unit

© 10 or more units : Rs 8 per unit = ¥

> > Worker A makes 8 units - 8 x Rs 5 = Rs 40 s’ ‘,L(\Ltﬁ\q,ut

© > Worker B makes 12 units --12 x Rs 8 =Rs 96\’ {H_(q%

b



Chapter 3
BUSINESS ENVIRONMENT




MEANING 2R, R

Business Environment refers to forces, factors,
Individuals and institutions which are outside the
control of business enterprise but these may affect its
performance.

Environment scanning refers to complete awareness
and understanding of business environment. With
environment scanning business enterprises can

anticipate the effect of environment forces and
factors on thejr enterprise.
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FEATURES

\,Vfotality of external forces: Business environment
Includes all the forces, institutions and factors which
are external to business organisations and as such is
aggregative in nature.

\%ngific and general forces: Specific forces affect
business enterprises directly and immediately in their
day to day working. These include SEEE.I.ier invesl)rs,
custgmers. Genergl forces are economic social,
political, legal, technological conditions that have
Impact on all the enterprises and affect individual
firms only indirectly.
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\y(ter-relation: All the forces and factors of Business
environment are inter-related to each other.

\yGncertainty: It is very difficult to predict the changes
of Business environment, as environment is changing
very fast. For example in IT, fashion industry frequent

and fms are taking place.

\/f)ynamic Nature: Business environment is highly
flexible and keep on chgnging. Whether in terms of
technology improvements, shift in consumer
preference, etc,, that is why it is essential to monitor
and scan the business environment continuously.

/ <
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\)’1{elativity: Business environment differs from country ; g
to country, region to region political conditions, 2 4
cultures are different in different countries.

\/ ¥
Complex: Since business environment consists of 'Apne Saa&at i Hu!mg Hj

many inter-related and dynamic conditions so It
becomes difficult to understand what exactly

constitute a given environment. Sometimes, change y\l (g ___> M : N
may be minor but it might have large impact. Qd

LMOQMD - HQNQ}" C.)m(:«f)f‘
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IMPORTANCE % %

¢/t Enables the Firm to Identify Opportunities and Getting First Mover Advantage:
© The businessmen who are able to understand and scan the opportunities of
business environment at early stage get maximum benefit or they can
capture a big share in the market.

\/Helps the Firm to lIdentify the Threats and Early Warning Signal:
© The businessmen who are able to scan and understand the business
environment on time get a warning signal to deal with the negative policies
of business environment. Timely scanning of business environment and the

gualitative information which businessmen get is taken as warning signal
and changes in the companies are made.
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\-/f(helps In Tapping Useful Resources:
© By using the resources the business
enterprises supplies the environment with
Its output such as goods and sew,s for
customers, payment of taxes to
government, return on investnTent to
financiers.

\.V]t/HeIps in Coping with the Rapid Changes:

© Business environment scanning helps the
companies to scan and understand these
changes with environment scanning.
Businessmen make changes in their internal
environment also to match the external
environment.




N/Ithelps In Assisting in Planning and Policy Making:

© The major strategies or plans and policies in
the organisation are formed keeping in
mind business environment because the
policies and strategies have to be
Implemented in the presence of
environmental factors.

Aelps In Improving the Performance:

© The enterprises that continuously monitor
their environment and adapt suitable business
plans are the one which not only improve
their present performance but also continues
to succeed in market for a long period.

\ N
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DIMENSIONS -~ 1SLepT

\/Gconomic Environment

Economic Environment refers to all those farges that have
economic impact on the business activities.

Economic factors that can effect management practices in a
business enterprise are:
. Interest rate
2Aflation rate
“3” Changes in disposable income of people

LeStock market Indices
& Value of Rupee

.
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Components of Economic Environment \/
e Role of Private Sector and Public Sector. /
e Growth of GDP, GNP and per capita income.
e Rate of Saving and Investment.
* Volume of Import and Export of different items.
e Balance of payment and changes in foreign exchange reserves. v
e Agricultural or Industrial products trends. /
e Expansion of transportation and commication facilities.
e Money supply in Economy,, -

e Public debt.
e Planned outlay i@ay.




\ N
Toyggs)’

Il. Social Environment

Social environment represents the customs and traditions,
values, culture, social trends, beliefs, norms and ethics of a
society in which business enterprises operate.

Social environment of business ingludes social factors like:
e Customs and tradition
e \/alues
e Social trends and soc\igty's expectation from business .
\/-

=l
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Components of Social Environment

e Demand for reservation in jobs for m'i\ng;ity and yomen.

e Demand for equal status of women by paying equal__wages for
male and female workers. Demand for automatic machines and
luxury items in middle class families.

e The social movements to improve the educati%e\vel of girl child.

e Health and fitness trend has become popular.

e Change in quality of life. e

e |[mportance or place of women in workforce.

e Birth and death rates and populatioﬁ.’y

e Attitude of customers towards innovation, life style, etc./

e Education and literacy rates. N /

e Tradition, custom and habits of people.
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l1l. Political Environment

Political Environment includes:
e Political conditions such as general stability and peace in the country.
e Specific attitude of government representatives holds towards
business.

Hamba Hamba RambalRamba Kamba Kamba
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Components of Political Environment

e Swachh Bharat Abhiyan started by BJP government. \/

e Skill India Movement started by BJP government.

e Political stability encourages business enterprises to invest in
long-term projects. "

-Csent political system and profile of political leaders. —

o| Constitution of the country_D/_ N ste.
e GOvernment intervention in business. "

* Foreign policy of government. _~

e Values and ideology of political parties. =
e Qur country's relation with foreign countries.

e a R



IV. Legal Environment

The management of every business enterprise has to obey
the law of land. Therefore, it is essential for every business
enterprise to have adequate knowledge of rules and
regulations framed by government.
Legal environment includes:

arious laws and legislative act.

\e~Administrative order issued by government authorities.

\ecourt Judgements T

\»The decisions rendered by various commissions and
agencies at every level of the government-Centre,

State or Locals.

-
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Business Enterprise must know the
working knowledge of various acts such as
Companies Act 1956, Industrial

Development and Regulatory Act, Foreign \
Exchange Management Act, Import and

Export Control Act 1942, Factories Act
Trade Union Act, Consumer Protectlon’
etc. and all the amendments from time o

time made by the parliament is important
for doing business.
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V. Technological Environment

Technological environment includes:
* Forces related to scientificimprovements and
iInnovations which provide new ways of producing
goods and services. — R

e Services and new ways of operating business.
B

Tegﬁnol_o{;gia
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Recent technological changes which have affected Indian Business:
* Online booking of air tickets, movie_:cj::k};, not only booking but also you
can see your seat number also.
e Due to technological advancement customer can compare the fare prices
of various airlines, hotels, etc. and select the most economical. =~ /(
e Continuing innovation in different scientific and engineering fields such as K P

lasers, robotics, biotechnology, food presw,tives, medicines, etc.
e Shift from vacuum tubes to micro chips.

e Shift from typewriter to word processors. v

e Shift from carbon paper to photocopier, etc.

e \/arious innovations, inventions and scientific improvement.

e Developments in IT sector, technological advantages in computers.
e Import and export of technology. v

e Online booking of tickets (rail, air, movies). v
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FEATURES

* Demonetisation as a tax administration measures: Due to DR et fend dos @ 000 000000
demonetisation, people had to declare their cash holding to PP ),
get it exchanged from bank. So, those having black money had
to declare their unaccounted wealth and pay tax with penalty.

= 000 00000!

§% % TEI7 000 de
© RESERYE BANK OF INDIA
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* Non-tolerance of tax eyasion: Demonetisation also indicated @w < LTIE
that government will longer accept tax evasion.

e Tax administrating and channelising saving into formal financial ﬂ
system: Demonetisation led to tax administration, channelising
savings into the formal financial system. As much of the cash
deposited by people for exchange will be offered to people for
loan under new schemes.

e Creating cash-less/digital/cash lite economy: Another feature
of demonetisation is to create a cash-less or cash-lite economy
l.e. channelising more saving throug the formal financial system
and improving tax compliance.




Chapter 4

PLANNING
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MEANING OF PLANNING Prusl & T

Planning can be defined as "thinking in advance what is to be
done, when its to be done, how.it is to be done and by

whom it should be done." In simple words we can say,
planning bridges the gap hetween wheranding

today and where ach.

Keeping in mind the time dimension we can define
planning as "Setting objectives for a given time period,
formulating various courses of action to achieve them and
then selecting the best possible alternative from the
different courses of actions." /




!

CHARACTERISTICS | ot

c/ﬂ/anning focuses on achieving objectives: Planning starts with
the determination of objectives along with the activities to be
undertaken to achieve these goals, ™
\)/Plianning Is primary function of management: Planning is the
primary or first function to be performed by every manager. No
other function can be executed by the manager without
erforming planning function.

\,/I;ervasive: Planning is required at all levels of the management
and in all types of organisations. It is not a function restricted to
tep IeveLr__n_g_n_ag.ers only.

ﬁanning Is futuristic/forward looking: Planning always means
looking ahead or plannipg.is.a futuristic fanetion All the

(=Nt es

managers try to make

\ N
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\Anning Is continuous: Plans are prepared for a
. e
specific period of time. At the end of that period
there is need for new plan to be drawn on the
bases of new requirement and future conditions.
\:/ﬂ?anning involves degision-making: The planning
function is needed only when different /O
alternatives are available and we have to select
most suitable alternative.
lanning is a mental exercise: Planning is a mental
process which requires higher thinking. It is a basic Q
activity of thinking rather than doing, planning
require logical and systematic thinking rather than
guess work or wishfull thinking.
N —_




\ N
Toygéﬁs)’

IMPORTANCE/SIGNIFICANCE

Wning provides direction: Planning provides the directions to
the efforts of employees by stating the goals in advance if

goals are well defined employees are aware of what
organisation have to do and what they must do to achieve

\V?ese goals.

lanning reduces the risk of uncertainties: Planning helps the
manager to face the uncertainty because planners try to
foresee the future by making some assumptions regarding
future keeping in mind their past experiences and scanning of

bysiness environments.

\Vé\nning reduces overlapping and wasteful activities: Each
department each employee clearly know what is their part so
no chances of overlapping or duplication of work.
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\,V{anning promotes innovative ideas: Planning
requires high thinking and it is an intellectual
process. So, there is a great scope of finding
better ideas, better methods and procedures to
perform a particular job.

\/ﬁlanning facilitates decision-making: Planning
helps the managers to take various decisions.
These pradictions and goals help the manager to
take fast and rational decisions.

\}/ﬁanning establishes standard for controllin
Controlling means comparison betweenflanned
and(g output and if there is variatio
between both then find out the reasons for such
deviations and taking measures to match the

actual output with the planned.
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LIMITATIONS

fanning leads to rigidity: Once plans are made to decide
the future course 6Faction the manager may not be in a
position to change them.

\g/ﬁanning may not work in dynamic environment: Business
environment is very dynamic as there are changes
continuously taking place in economic, political and legal
environment. Plans may fail if the changes are very
frequent.

It reduces creativity: Most of the time plans are made by
top level management, rest of members just implement
these plans Thus much of the initiative or creativity
iInherent in them also get lost or reduced.

\ N
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\vFI/anning Involves hyge_ cost: Planning involves
huge cost in term§of time and money. Checking
accuracy of facts may involve lot of time.

,\y(tis a time-consuming process: Planning process

IS @ time-consuming process because it takes
long time to evaluate the alternatives and select

\,}ae best one.

Planning does noywee success: Managers
have tendency to rely on previously tried and
tested successful plans. It is not always true as
there are so many other unknown factors to be

considered.
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STEPS IN PLANNING PROCESS | & 9755 07
etting-up of the opjegtives

o In planning function manager begins with setting up
of objectives.

© QObjectives or goals specify what the organisation
wants to achieve it end result of activities.

© For example -An organisation may have ol%!'ective of
Increase in sale by@ ‘

© Qrganisational objectives are generally set by top
level management whereas departmental objectives
are set up by middle level management, however all
department needed contribute to organisation
objective is the plan that needs to be drawn up.
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ﬁeveloping premises
o Premises refer to makiné assum;tiong regarding future.

o Premises are the base on which plans are_made.
. 5 e )
© Assumptions are made in the form of
Forcasting is important in developing prémnmses as it is

technique of gathering information about future.
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\Aentfying various alternatives for achieving the objectives
o After setting up of objectives>the managers make a list of
alternatives through which the organisation can achieve
Its objectives, as there can be many ways to achieve the
objectives and managers must know all the ways to reach

the objectives.
© For example, if the objective is to increase in sale by(10%

V/?en the sale increased:

By adding more line of products.

_BY offering discount:

\@BY increasing expenditure on advertisements;
By increasing the share in the market:

© By appointing salesmen for door-to-door sale, etc.
© So, managers list out all the alternatives.




vé/aluation of different alternatives: After making the list of
various alternatives along with the assumptions supporting

them, the manager starts eva
alternative and notes down t

uating each and even
ne positive and negative aspects

of every alternative. Pro s /5 (ons .

\)@electing an alternative: The best alternative mathematical
formula to select the best alternative. Sometimes, instead of

selecting no one alternative, a combination of different

alternatives can also be select

<

ed. The most ideal plan is most

feasible, profitable and with least negative consequences.

~
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/
%plegq_eg_t_i_n_g_mg plan: For implementing the plans or putting

the plans into action, the managers start communicating the
plans to all the employees very clearly because the
employees actually have to carry on the activities according
to specification of plans.

Q,V{ollow-up: Planning is a continuous process so the managers
monitor the plan carefully while it is implemented. The
monitoring of plan is very important to ensure objectives are
achieve.
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TYPE OF PLANS

Plan is a document that outlines how goals of the organisation will
be met.

Plan can be classified into several types depending upon the use and
length of the period. These plans can be classified in two categories.

=

Single use plan

Standing plans




Single use plan

Agle use plans are one time use plan.

e~These are designed to achieve a
particular goal that once achieved will
not reoccur in future.

¢ These are made to meet the needs of
unique situations.

\*~The duration or length of single use plan
depends upon the activity or goal for
which it is made. It may last one day or
It may last for weeks or months if the
project for which it is made is long.

e
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Standing Plans

2”Standing plans are also known as Repeat
Use Plans. These plans focus on situation
which occur repeatedly. Standing plans
are used over and over again.

2”They are made once but retain their value
over a period of years.

\.Vlﬂthough some revisions and updates are
made in these plans from time to time

~2Ais designed to ensure that internal
operations of an organisation run
smoothly

“—Enhances efficiency and routine decision

making.
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The different types of plans or common plans framed by the managers at different levels are:

- Objectives —e~ Methods
b, ~Strategy £~ Rules
&~ Policies g. Programmes

e./Procedures K./Budgets

There are other types of plans which are usually not classified as single use or standing plans.

These are strateqy, objectives as these plans are prepared by top management and serve as
e —)

guide for overall planning whereas single use and standing plans are part of the operational
planning process.
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1. OBJECTIVES e
(NElTHER<S|NGLE USE NOR STANDING PLAN) O&V’ ‘\5(\('9\

The first step of planning is to set the
objectives. Objectives is what the organisation
wants to achieve i.e. the end Result of
activities.

They determine what is to be done?

These are usually set by top level management.
eg. an organisation may have an objectives of
Increasing role by 10% in 6 months.




2. STRATEGY

(NEITHER SINGLE USE NOR STANDING PLAN)

A strateqgy is a comprehensive plan to achieve the
organisational objectives taking business environment
Into consideration. The dimensions of strateqgy are:
" Adopting a particular course of action.
" Allocating resources for achieving the objectives.
2~-5how the blueprint of the business provide
outline of business. .
v/Strategy Is iInfluenced by business environment..
For example, choice of advertising media, sales
promotion techniques, which channels of distribution
to be used, who are the customers, what is the
demand, etc.
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3. POLICIES
(STANDING PLAN) \B &Mr |

Policy can be defined as organisation's general response
to a particular problem or situation. =~

In simple wordes, it is the organisation's own way of
handling the problems.

4. PROCEDURES -

(STANDING PLAN)

Procedures are required steps established in advance to handle
future conditions. They detail the exact manner in which work
IS required to be performed.
e/Sequence of steps to carry on different activities.
e Generally meant for insiders only.
\eAre mostly in a chronological order.




5. METHODS ng’g ol

(STANDING PLAN)

e~ethods can be defined as formalised or systematic way of doing
a jobs. S e
\&/There can be uniformity in actions of the employees.
»~“These help in applying the techniques of standardisation and
simplification.
&~Act as guide for employees.
\»_S€lection of proper method saves time, money and efforts and
Increases efficiency.
Standardised way in which a task has to be performed.

3

\»
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6. RULES Dos % Rods
(STANDING PLAN) m—

e =

Rules spell out special actions or non-actions of the

employees. There is no discretion allowed in rules,

..e., they must be followed strictly and if rules are

not followed then strict actions can be taken

against employees who are disobeying the rules.

Features of Rules

—~Code of conduct or general instructions in any organisation.
\_#~Specifies what to do and what not to do.
\&ATe rigid, stringent and compulsive in nature. Do not provide any
flexibility.
\/They are usually the simplest type of plan.
——
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1. BUDGETS S

(SINGLE USE PLAN)

Budget is the statement of expected result
expressed in numerical terms. In budgets, the
results are always measurable and most of the time,
these are financial in nature but it does not mean
that company prepares only financial budget.

For example, Sale budget

Sales in unit #1,00,000 —

Price per unit =20 ~
Total sale budget ¥20,00,000




8. PROGRAMMES |

(SINGLE USE PLAN)

e Detailed statement about.a project. e
} Is a @nbination of objectives, polic‘ié, procedures and
rules. ‘ ‘
® |s prepared for various activities.
\» Ensures systematic working.in an organisation.
e |[n programme, the minutest details are worked out for its
procedures, rules. budgets, within the broad policy
framework.
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