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UNIT -I
1.  What is Management?

Management is the process of planning, Organizing, Directing, Staffing and controlling  the  various  activities  of  the  people  to  achieve  the  objectives  of  an organization.

2.  Define Management. (MAY/JUN 2013) (NOV/DEC 2012)
“Management is the process of designing and maintaining of an environment in which individuals working together in groups efficiently accomplish selected aims”.

3.  Write some characteristics of Management?

Management is a continuous process. Manager use the resources of organization both physical as well as human achieve the goal. Management aims act achieving the organization goals by ensuring effective use of resources.

4.  Write any two points favor for management as a science

Management principle should be verified. Reliable basis for predicting future.

5.  What is time study?

The movement which take minimum time is the best one.

6.  What is motion study?

Taylor suggested that the eliminating wasteful movements and performing only necessary movement.

7.  What is authority?

It is the power given to a person to get work from his subordinates.

8.
What is responsibility?

It is the amount of work from a man by his superior.

9.  Comment: Management is both –A science and an art

Management is a science because it contains general principles. It is also an art because it requires certain personal skills achieve desired result.

10. What is centralization?

The organization is centralized when the power is concentrated with one person.

11. What is decentralization?

If the power is fully distributed to the subordinates of the organization.

12. What is Esprit-de-corps?

This means union is strength. In organization employees should be harmony and unity.

13. What are the various levels of management? (MAY/JUN 2013)
1) Top level management.

2)Middle level management.

3)lower level management.

14. Write some important functions of top level management?

1)To formulate goals and policies of the company.

2)To formulate budgets.

3)To appoint top executives.

15. Write the functions of management? (NOV/DEC 2012)
1) Planning.

2) Organizing.

3) Staffing.

4) coordinating.

5) controlling.

16. Define sole proprietorship?

The  sole  proprietorship  is  that  form  of  business  organization  which  owned  and controlled by a single individual.

17. What is partnership?

A partnership is an association of two or more persons to carry on business and to share its profit and losses in an agreed ratio.

18. What is joint stock company?

Joint stock company is association of many persons who contribute money worth to common stock and explaining source trade and also share the profit and losses.

19. What is private limited company?

A private limited company is a company which has a minimum paid up capital dory be prescribed.

20. White is a co-operative society?

It  is  a  voluntary  association  of  persons  for  mutual  benefit  and  it  aims  are accomplished through self heap and collective effort.

21. What is a social responsibility?

Society is the part of the management to interact actions wither to protect social interest a society.

22. Define planning.

UNIT - II
Planning is the process of selecting the objectives and determining the course of action required to achieve these objectives.

23. What are the main objective of planning? (NOV/DEC 2013)
Planning is a primary function of organization It helps in achieving objectives It done to  cope  with  uncertainty  and  change.  It  helps  in  facilitating  control  It  helps  in coordination Planning increases organization effectiveness  Planning guides in decision making.

24. Define “Mission”

Mission may be defined as “a statement which defines the role that an organization plays in the society”

25. Define “objectives”

The term “objective” or “goals” are often used interchangeably. Objective are the end

results towards which
the activities of attain its objectives.

26. What is mean by strategy?

Strategy of an organization is the programmers of action and deployment of resources to attain its objectives.

27. What
are
the
factors
to
be
considered
while
formulating
strategies?

Mission and objectives of an  organization. Values, aspiration and prejudices of top level management. Opportunities and threats of the external environment, Strength and weakness of the firm in various aspects such as funds, organization structure, human talent, technology etc.

28. Define “policies”

Policies are general statement or understanding which provide guidance in decision making to various managers.

29. What is procedure?

Procedure is a chronological order of action required to implement a policy and to achieve an objectives.

30. What is programme?

Programme is a broad term which includes goals , polices , procedure , rules , task assignment , step to be taken, resources  to be employed to carryout a given course of action.

31. Define budgets.

A budget is a statement of expected result in numerical terms and therefore, it may be referred as a numerical programmer.

32. What is objective?

Objectives are the aims, purposes or goals that an organization wants to achieve over varying period of time.

33. What is MBO? (MAY/JUNE 2012)
MBO  is a process whereby the superior and the subordinate manager of an enterprise jointly identify its common goals, define each individuals major areas of responsibility in terms of  result expected of him , and use these measures as guides for operating the unit and the contribution of each of its members is assessed.

34. What do you mean by “strategy”?

A strategy may also be defined as a special type of plan prepared for meeting the challenge posted by the activities of competitors and other environmental forces.

35. What are the major kinds of strategies and policies?

Growth, Finance, organization, personnel, products or service and market.

36. Write down any four factors which leads to fail of strategic planning.

Managers are inadequately prepare for strategic planning. The information for preparing the plans is insufficient for planning for action. The goals of the Organization are too vague. The business units are not clearly identified.

37. What is planning premises ?

The assumptions about future derived from forecasting and used in planning are known as planning premises.

38. What are the practices made in making effective premising?

Selection of premises. Collection of information..

Development of alternative premises for contingency planning. Verification of the consistency of premises.

Communication of planning premises.

39. Explain the term decision and decision making? (MAY/JUN 2013)
A decision may be a direction to other to do or not to do.. Decision making is defined as the process of choosing a course of action from among alternatives to achieve a desired  goal.  It  is  one  of  the  functions  of  management  and  also  a  core  process  of planning. The management executive takes a number of decisions every day. Thus, a decisions may be rational or irrational. The best one is selected out of the available alternatives.

40. How would you evaluate the importance of a decision?

Decision making is a selection process. The best alternative is selected out of many available alternatives. Decision –making is a goal –oriented process. Decisions are made to achieve some goal or objective.

Decision  making  is  the  end  process.  It  is  preceded  by  detailed  discussion  and selection of alternatives. Decision making is a human and rational process involving the application of intellectual ablates. It involves deep thinking and foreseeing things.

Decision making is a dynamic process. An individual takes a number of decisions each day.

41. Mention the three approaches generally adapted by managers in selections an alternative?

Quantitative and Qualitative analysis. Marginal analysis.

Cost effectiveness analysis.

42. Define Organizing

UNIT - III
Organizing  is the process of identifying and grouping of activities required to attain objectivities
,
delegating
authority,
creating
the   responsibility   and
establishing relationship for the people to work effectively.

43. What do you understand by effective organizing?

Effective organizing focuses on finding in present organizing avoids organizational inflexibility and makes the staff work effective by avoiding conflicts by clarification.

44. How informal organization characteristics differ from formal organization?

It arises without any external cause

It  is  created  on  the  basis  of  some  similarity  among  the  member.  The  bases  of similarity may be age, sex, place of birth, caste, religion, liking/ disliking etc… Informal organization has no place in the organization chart.

It is one of the parts of total organization.

45. What is span control?

Span of control means the number of people managed effective by a single superior in an organization. The term “Span of control” is also known as “Span of management”, “span of authority”, and “Span of responsibility”. But span of management is a better term because control and supervision are elements of management.

46. What is matrix structure?

Matrix structure is a hybrid organizational form, containing characteristics of both project and functional structures.

47. How can we define power?

“Power is the probability that one actor with in the relationship will be in a position

to carry out his own despite resistance”.

48. What is line authority?

Line authority is the direct authority which a superior exercises over a number of subordinates to carry out orders and instruction. In organization process, authority is delegated to the individuals to perform   the activities.

49. What is staff authority?

The relationship between a staff manager with whom he works depends in part on the staff duties.

50. Define staffing.

Staffing is the part of the management process which is concerned with the procurement utilization, maintenance and development of large satisfied work force on the organization.

51. Define Human resource planning.

“Human resource planning is the process by which an organization ensures that it has the right number and all kind of people at the right place at the right time, capable of effectively and efficiently completion, those tasks that will help the organization achieve its overall objectives”.

52. What is job analysis?

Job analysis is a detailed study of a job to identify the skills, experience and aptitude required for the job.

53. What is job design?

The job design is usually broad enough to accommodate people’s needs and desires.

54. Define : Recruitment

B. Flippo define recruitment as “The process of searching for prospective employees and stimulating to apply for jobs in the organization”.

55. What is selection?

Selection is the process of finding out the most suitable candidate to the job out of the candidates attracted.

56. What is grading method?

It is one of the trait-based appraisal method. The actual performance of the employees is measured against these grades. This method is generally useful for promotion based on performance.

57. What is mean by resources allocation?

Manager is responsible for allocation of money, material and human resource in the organization. He utilizes minimum resource to give maximum profit to the organization.

58. Define the Peter principle.

The principle states that every person in a hierarchy tends to rise to the level of his incompetence.

59. Define :Training

According to B.Flippo “Training is the act of increasing the knowledge and skill of an employee for doing a particular job”.

60. Define ; Organizational conflict .

According to Stephen “conflict is a process in which an effort is purposefully made by one person or unit to block another that result in frustrating the attainment of others goals of the furthering of his or her interests.

61. What is managerial grid?

Managerial grid is behavioral theory of leadership. It plays an important role in managerial behavior in organizational development.

UNIT-IV
62. What is meant by the term directing?

Directing may be defined as the process of instructing, guiding and inspiring human factors in the organization objectives. It is not only issuing orders and instructions by a superior to his subordinates but also including
process of guiding and inspiring them to work effectively.

63. List down the human factors in managing?

Multiplicity of roles. Individuality. Personal dignity.

64. Define creativity.

Creativity is defined as the ability to produce new and useful ideas through the components in novel and non obvious ways. Creativity exists throughout the populations, largely independent of age, sex and education.

65. What is a SCAMPER tool?

SCAMPER is a checklist that helps us to think of changes.
We can make to an existing product to create a new one. These changes can be used either as direct suggestions or as starting points for lateral thinking.

66. What is meant by reframing matrix?

Reframing Matrix is a simple technique that helps to look at business problems from a number of different viewpoints. It expands the range of creative solutions that you can generate. The approach relies on the fact that different people with different experience approach problems in different ways.

67. State the function of mind mapping tool?

This tool is similar to concept fan except looking one step back from main topic .A mindmap  consists of a central word or concept with 5 to10 main ideas that relate to that word , similar to creating a spider-web.

68. Mention the use of DO IT process for creativity?

DO IT is a process for creativity. Techniques explained earlier in this chapter focus on specific aspects of creative thinking. DO IT bundles them together introduce formal methods of problem definition and evaluation. These help you to get the best out of the creativity techniques. DO IT is an acronym that stands for:

D – Define problem

O – Open mind and apply creative techniques

I _ Identify best solution

T _ Transform

69. Differentiate innovation and invention.

Innovation means the use of creative ideas.

Invention means really finding new things which are not already available.

70. How can be harmonizing objectives achieved?

Mutual trust.

Cooperation and understanding.

Worker’s participation in management, and

Balancing the objectives of the organization with those of individuals.

71. Define “multiplicity of roles”.

Individuals  are  not  only the  productive  factor  in  management’s  plans.  They are

members of social system of many organizations.

72. What is meant by Brain storming?

Brainstorming  is  an  excellent  way  of  developing  many  creative  solutions  to  a problem. It works by focusing on a problem, and then coming up with very many radical solutions to it. The essence of brainstorming is a creative conference, ideally of a to 8 to12 people meeting for less than an hour to develop a long listed without criticism on a backboard or newsprint as they are offered ; one visible idea leads to others. At the end of this session, participants are asked how the ideas could be combined or improve.

73. Define motivation(NOV/DEC 2012)
According to koontz O’Donnell, “Motivation is a general terms applying to the entire class of drives, desires, needs wishes and similar forces that induce an individual or a group of people to work”

74. Names the steps involved in motivation process.

Analysis of situation.

Preparing, selecting and applying a set of appropriate motivating tools. Follow up.

75. What are the types of motivation Positive motivation Negative motivation Extrinsic motivation Intrinsic motivation

76. What is job enrichment?

Job enrichment is therefore based on the assumptions that in order to motivate personnel,
the
job
itself
must
provide
opportunities
achievement,
recognition, responsibility, advancement and growth.

77. Define Leadership.

Leadership is the process of influencing the behavior of others towards the accomplishment of goals in a given situation.

78. List out few leadership traits

The Michigan studies

The Ohio state university studies

The managerial grid

79. State House’s path- goal approach.

Leaders are effective because of the influence on the followers motivation, ability to perform and their satisfaction.

80. What is Laissez- faire?

Complete freedom is given to the subordinate so that they plan, motivate, control and otherwise be responsible for their own action.

81. What is communication?

Communication is the passing of information from one person to another person.

82. Name the various types of communication Downward communication Upward communication

Horizontal or Lateral communication
83. Define control?

UNIT - V
According to Knootz “Controlling to the measurement and correction of performance in order to make sure that enterprise objectives and the plans devised to attain them are accomplished”.

84. Why need of control in the organization? 
Control process is universal. Control is a continuous process. Control is action based.

Control is forward looking.

85. Why need of control in the organization? (MAY/JUN 2013)
Control can minimize the mistake.

To discover the deviations in the management

To discover and control the minimal dishonest behavior of employees

86. What are the Inter –relationship between planning and end with control?

The management process of adjusting future action on the basis of information about past performance. Control helps in achieving them.

87. What is Feedback Control?

Feedback control is the process of adjusting future action on the basis of information about past performance.

88. What is management by exception?

Actual performance compare with the standard performance deviations which can not significant should be avoid.

89. What is concurrent control?

This control measures for taking corrective action while an programme meet any obstacle in this activities.

90. What is feed forward control?

It is preventive in nature. This control involves evaluation of inputs and taking corrective action before a particular operation is completed.

91. What is direct labour Budget?

Direct labour Budget reveals the expected labour requirements during the budget period.

92. What is fixed Budget?

In this budget in which targets are rigidly fixed .This is a forecast of the targets for the coming years prepared well in advance.

93. What is flexible budget?

A flexible budget is a budget designed to change in the level of activity.

94. What is Internal Audit?

Internal audit is done by an internal auditors who is an employee of the organization. He examines the objectives, policies, plans procedures and performance of the management.

95. Define Productivity?

Productivity is a measure of how much input is required to produce a given output.

      i.e. the ratio (output/input) is called productivity.

96. Define: OR.

Operation Research is a systematic analysis of a problem through scientific methods, carried out by appropriate specialists ,working together. As a team, finding an optimum and the most appropriate solution to meet the given set of constraints.

97. What is JIT ?

Just In Time Inventory system. In this method the suppliers deliver the materials to the production spot just in time to be assembled .This method reduces cost of inventory.

98. What is value engineering?

It is a special type of cost reduction and product improved technique.

99. What is preventive control? (NOV/DEC 2013)
An efficient manager applies the skills in managerial philosophy to eliminate undesirable activated which are the reasons for poor management.

100.
Define : Multinational corporation.?

“An enterprise which own or control production or service facilities outside the country in which they are based”.

Part – B (16 Marks) UNIT-I
1. Explain the contribution of F.W.Taylor to scientific management. 
Frederick Taylor (1856-1915), developer of scientific management. Scientific management (also called Taylorism or the Taylor system) is a theory of management that analyzes and synthesizes workflows, with the objective of improving labor productivity. The core ideas of the theory were developed by Frederick Winslow Taylor in the 1880s and 1890s, and were first published in his monographs, Shop Management (1905)  and  The  Principles  of  Scientific  Management  (1911).  Taylor  believed  that decisions based upon tradition and rules of thumb should be replaced by precise procedures developed after careful study of an individual at work. Its application is contingent on a high level of managerial control over employee work practices.

 Taylorism is a variation on the theme of efficiency; it is a late 19th and early 20th century instance of the larger recurring theme in human life of increasing efficiency, decreasing waste, and using empirical methods to decide what matters, rather than uncritically accepting pre-existing ideas of what matters. Thus it is a chapter in the larger narrative that also includes, for example, the folk wisdom of thrift, time and motion study, Fordism, and lean manufacturing. It overlapped considerably with the Efficiency Movement, which was the broader cultural echo of scientific management's impact on business managers specifically.

In management literature today, the greatest use of the concept of Taylorism is as a contrast to a new, improved way of doing business. In political and sociological terms, Taylorism can be seen as the division of labor pushed to its logical extreme, with a consequent de-skilling of the worker and dehumanisation of the workplace.

General approach
1.  Shift in decision making from employees to managers

2.  Develop a standard method for performing each job

3.  Select workers with appropriate abilities for each job

4.  Train workers in the standard method previously developed

5.  Support workers by planning their work and eliminating interruptions

6.  Provide wage incentives to workers for increased output

Contributions
 
Scientific approach to business management and process improvement

 
Importance of compensation for performance

 
Began the careful study of tasks and jobs

 
Importance of selection criteria by management

Elements
 
Labor is defined and authority/responsibility is legitimised/official

 
Positions placed in hierarchy and under authority of higher level

 
Selection is based upon technical competence, training or experience

 
Actions and decisions are recorded to allow continuity and memory

 
Management is different from ownership of the organization

 
Managers follow rules/procedures to enable reliable/predictable behavior

Criticisms
 
Did not appreciate the social context of work and higher needs of workers.

 
Did not acknowledge variance among individuals.

 
Tended to regard workers as uninformed and ignored their ideas and suggestions.

  Elements and Tools of Scientific Management

1.  Separation of planning and doing

2.  Functional Foremanship

3.  Job Analysis

4.  Standardization

5.  Scientific Selection and training of workers

6.  Financial Incentives

7.  Economy

8.  Mental Revolution

  Principles of Scientific Management

1.  Replacing rule of thumb with science

2.  Harmony in group action

3.  Co-operation

4.  Maximum output

5.  Development of workers

2.  Explain the contribution of Henry Fayol to modern management. (MAY/JUN 2013)
Fayolism is one of the first comprehensive statement of a general theory of management, developed by the French management theorist Henri Fayol (1841–1925): one of the most influential contributors to modern concepts of management,

Fayol  has  proposed  that  there  are  five  primary  functions  of  management:  (1)

planning, (2) organizing, (3) commanding, (4) coordinating, and (5) controlling (Fayol,

1949, 1987). Controlling is described in the sense that a manager must receive feedback on a process in order to make necessary adjustments.

Fayol's work has stood the test of time and has been shown to be relevant and appropriate to contemporary management. Many of today’s management texts including Daft (2005) have reduced the five functions to four: (1) planning, (2) organizing, (3) leading, and (4) controlling. Daft's text is organized around Fayol's four functions.

The 6 types of Operations
For Fayol any Organisation can be subdivided into six types of Operations. Each

Operation being fulfilled by its corresponding Essential Function:

1.
Technical Operations (production, manufacturing, transformation)

2.
Commercial Operations (purchases, sales, exchanges)

3.
Financial Operations (seek for capital and finance management)

4.
Security Operations (protection of goods and people)

5.
Accounting Operations (balance, P&L, cost control, statistics, etc)

6.
Administrative'
Operations
(Management)(see
below
The
5
Elements of Administration)

In 1925 six month before Henri Fayol’s death Verney helped Fayol redefine The function
of
administration
(Administration
Industrielle
et
Generale). The old definition went as follows: The activities involved in businesses can all be classified under one of the following six headings: TECHNICAL, COMMERCIAL, FINANCIAL, SECURITY, ACCOUNTING, ADMINISTRATIVE organization, command, coordination and control. Compared with the new definition: The activities involved in businesses can all be classified under one of the following five headings: TECHNICAL, COMMERCIAL, FINANCIAL, SECURITY, ACCOUNTING These activities must be planned, organized, directed, coordinated and controlled, in a word: administered. The removal of the distinction between management and administration and the re-definition of administration, it appears that Fayol had finally synthesized these two concepts. Therefore the previous difficulties with this distinction no longer exist(Breeze, J., & Miner Jr., F.)

The 9 Levels
Fayol was representing an organisation like a living body (« corps social », ie. "social body") with main organs hierarchically structured as follow:

1.
Shareholders,

2.
Board of Administration,

3.
General Direction and its General staff (advisors),

4.
Regional/local Directions,

5.
Main Engineers,

6.
Services Managers,

7.
Workshops Managers,

8.
Foremen,

9.
Workers.

The 5 Elements of Administration
Popularized by Fayol with the acronym of POCCC:

1.
Planning' (to foresee/anticipate and make plans)

2.
Organisation  (to  provide  the  Function  with  all  is  needed  for  its smooth running: Supplies, Tools, Funding, Employees)

3.
Commandment (to lead the people employed by the organisation)

4.
Coordination (to harmonise all actions of an Organisation in order to facilitate its smooth running and success)

5.
Control (to verify if everything happens in accordance with defined plans, orders given, and accepted principles)

The word Control clearly provoked some misunderstanding by English-readers because its 1st meaning in French is "to check" and its 2nd meaning is "to have a grip over". And it is the other way round in English. So for the French-reader Fayol clearly meant "Check everything!".

For Fayol, "The Art of Commanding relies upon certain personal qualities and upon the knowledge of management general principles. (...) It has, like all other arts, its degrees. (...) The manager in charge of a commandment must:

1.
have a deep knowledge of his staff;

2.
cull the incapables;

3.
well know the conventions binding the organisation and its members;

4.
give the good example (by his attitude);

5.
conduct regular inspections of the « corps social »;

6.
get together his main partners in conferences (meetings) where are prepared the Unity of Direction and the Focus of Efforts;

7.
not be distracted by details;

8.
aim   to   make   prevalent   among   his   staff,   energy,   initiative   and

« dévouement»."

The 14 Principles of Administration
1.
Division of work: Reduces the span of attention or effort for any one person or group. Develops practice or routine and familiarity.
2.
Authority:  "The  right  to  give  orders.  Should  not  be  considered without reference to responsibility."

3.
Discipline: "Outward marks of respect in accordance with formal or informal agreements between a firm and it's employees."
4.
Unity of command: "One man one superior!"
5.
Unity of direction: "One head and One plan for a group of activities with the same objective."
6.
Subordination  of  Individual  Interests  to  the  Common  Interest: "The interests of one individual or group should not prevail over the general or common good."
7.
Remuneration of personnel: "Pay should be fair to both the worker as well as the organization."
8.
Centralisation:  "Is  always  present  to  a  greater  or  lesser  extent, depending on the size of the company and the quality of its managers."

9.
Scalar  chain:  "The  line  of  authority  from  top  to  bottom  of  the organization."

10.
Order: "A place for everything and everything in its right place; ie. the right man in the right place."
11.
Equity: "A combination of kindness and justice towards employees."
12.
Stability of personnel tenure: "Employees need to be given time to settle in to their jobs, even though this may be a lengthy period in the case of some managers."
13.
Initiative: "Within the limits of authority and discipline, all levels of staff should be encouraged to show initiative."
14.
Esprit de corps (Union is strength): "Harmony is a great strength to an organization; teamwork should be encouraged."
Fayol  suggested  that  it  is  important  to  have  unity of  command:  a  concept  that suggests  there  should  be only one  supervisor  for  each  person  in  an  organization.  Like

Socrates, Fayol suggested that management is a universal human activity that applies equally well to the family as it does to the corporation.

3.
What are the major functions of management explain.
Basic functions of management
Management operates through various functions, often classified as planning, organizing, leading/directing, and controlling/monitoring.

 
Planning:

 
Deciding what needs to happen in the future (today, next week, next month, next year, over the next 5 years, etc.) and generating plans for action.

 
Organizing:

 
(Implementation) making optimum use of the resources required to enable the successful carrying out of plans.

 
Staffing:

 
Job  Analyzing,  recruitment,  and  hiring  individuals  for  appropriate jobs.

 
Leading/directing:

 
Determining what needs to be done in a situation and getting people to do it.

 
Controlling/Monitoring:

 
checking progress against plans, which may need modification based on feedback.

Formation of the business policy
 
The mission of the business is its most obvious purpose -- which may be, for example, to make soap.

 
The vision of the business reflects its aspirations and specifies its intended direction or future destination.

 
The objectives of the business refers to the ends or activity at which a certain task is aimed.

 
The  business's  policy  is  a  guide  that  stipulates  rules,  regulations  and objectives, and may be used in the managers' decision-making. It must be flexible and easily interpreted and understood by all employees.

 
The business's strategy refers to the coordinated plan of action that it is going to take, as well as the resources that it will use, to realize its vision and long- term objectives. It is a guideline to managers, stipulating how they ought to allocate and utilize the factors of production to the business's advantage. Initially, it could help the managers decide on what type of business they want to form.

How to implement policies and strategies
 
All policies and strategies must be discussed with all managerial personnel and staff.

 
Managers must understand where and how they can implement their policies and strategies.

 
A plan of action must be devised for each department.

 
Policies and strategies must be reviewed regularly.

 
Contingency plans must be devised in case the environment changes.

 
Assessments  of  progress  ought  to  be  carried  out  regularly  by  top-level managers.

 
A good environment and team spirit is required within the business.

 
The missions, objectives, strengths and weaknesses of each department must be analysed to determine their roles in achieving the business's mission.

 
The forecasting method develops a reliable picture of the business's future environment.

 
A planning unit must be created to ensure that all plans are consistent and that  policies  and  strategies  are  aimed  at  achieving the  same  mission and objectives.

 
Contingency plans must be developed, just in case.

 
All policies must be discussed with all managerial personnel and staff that is required in the execution of any departmental policy.

 
Organizational change is strategically achieved through the implementation of the eight-step plan of action established by John P. Kotter: Increase urgency, get the vision right, communicate the buy-in, empower action, create short- term wins, don't let up, and make change stick.

-----------------------------------------------

4.  Explain management is an art or science both science and art.
Management as a Science
The following characteristics are essential for a subject to be recognized as a Science.

1.
The existence of systematic body of knowledge with an array of principles

2.
Based on Scientific enquiry

3.
Principles should be verifiable

4.
Reliable basis for predicting future events

Management as a discipline fulfills the science criterion. The application of these principles helps any practicing manager to achieve the desired goals.

Science can be classified into two types they are:

1.
Exact Science

2.
Inexact Science

Exact Science:
In this the results are Accurate. There is no scope for the probability.

In-Exact Science:
1.
Every organization human resources are different in attitude, aspirations and perceptions. So standard results may not be obtained.

2.
Readymade and Standard Solutions cannot be obtained.

3.
Management is complex and Unpredictable.

4.
Every  organization  decisions  are  influenced  by  the  environment.  The environment is so complex and prone to unexpected changes.

Management as a Science
Art means application of skjill in finding a desired result. Art is the way of doing things skillfully. Management is an art because of the following facts.

1.
Management process involves the use of practical knowledge and personal skill.

2.
Management is creative.

3.
Application of practical knowledge helps to achieve concrete result

Management as both Science and Art
“Management is a science because it contains general principles. It is also an art

because it requires certain personal skills to achieve desired results.”
5.  Explain the types of business organization.
In India, the following types of business entities are available:

 
Private Limited Company

 
Public Limited Company

 
Unlimited Company

 
Limited Liability Partnership (LLP)

 
Partnership

 
Sole Proprietorship

 
Liaison Office/Representative Office

 
Project Office

 
Branch Office

 
Joint Venture Company

 
Subsidiary Company

Both the Indian promoters and the foreign promoters can form the following business entities: Private Limited Company, Public Limited Company, Limited Liability Partnership, Unlimited Company, Partnership and Sole Proprietorship. The foreign companies also have the options of forming the following type of business entities: Liaison Office/Representative Office, Project Office, Branch Office, and Joint Venture Company.  It must be noted that a Joint Venture Company is not a separate type of legal entity; it could be either a Private Limited  Company,  a  Public  Limited  Company,  or  an  Unlimited  Company.  Similarly  a wholly owned Subsidiary of a foreign company in India could be either a Private Limited Company, a Public Limited Company, an Unlimited Company, or a Branch Office.

For a foreign Investor in India it is very important to choose a right kind of business or corporate entity which  best suits its purposes  and takes  care of liability issues and tax planning issues. Foreign Companies planning to do business in India should pay special attention to Entry Strategies in India for Foreign Investors and corporate structuring to save taxes to the best extent allowed by laws and international tax treaties.

It is also mandatory for foreign investors or foreign shareholders, both individuals and corporate shareholders, to seek Government Approvals for Investing in India  In some special cases Foreign Investment Promotion Board, FIPB Approval for Foreign Investment in India is required. In other cases Reserve Bank of India, RBI Approvals for Foreign Investment in India is required. The sectors where RBI Approval for foreign investors is available under automatic route can be found at FDI in India Sector wise Guide.

There are various steps required to establish a business in India, before and after incorporation, as mentioned hereinafter. See also the Procedure for Formation of Company in India. A Company in India can have foreign directors provided some conditions are fulfilled. The directors of an Indian company, both Indian and foreigner directors, are required to obtain Director Identification Number - DIN and Digital Signature Certificate - DSC. There are  some  restrictions  regarding  issuing  sweat  equity  for  a  company  incorporated  in India.Also see Annual Corporate Filings in India for corporate maintenance requirements in India.

  Sole proprietorship

  Partnership firm

  Joint stock companies

  Co-operative societies

UNIT - II
6.  Give an account of various steps involved in planning?
  Perception of opportunities

  Establishing objectives

  Planning premises

  Identification of alternatives

  Evaluation of alternatives

  Choice of alternatives

  Formulation of supporting plans

  Establishing sequence of activities

Steps involved in Planning
Identification of Opportunities
Establishment of Objectives
Developing Planning Premises
Identification of Alternatives
Evaluation of Alternatives
Selecting an Alternative
Formulating Dervative Plans
Establishing a Sequence of Activites
7.  Explain the concept of MBO?
Management by Objectives (MBO) is a process of agreeing upon objectives within an organization so that management and employees agree to the objectives and understand what they are in the organization.

The term "management by objectives" was first popularized by Peter Drucker in his

1954 book 'The Practice of Management'.

The essence of MBO is participative goal setting, choosing course of actions and decision making. An important part of the MBO is the measurement and the comparison of the employee’s actual performance with the standards set. Ideally, when employees themselves have been involved with the goal setting and the choosing the course of action to be followed by them, they are more likely to fulfill their responsibilities.

Processof MBO
MBO is a system for achieving organizational objectives, enhancement of employee commitment and participation.

1.
Setting of Organizational Purpose and Objectives

2.
Key Result Areas

3.
Setting Subordinate Goals

4.
Matching Resources with Objectives

5.
Apprisal

6.
Recycling

Features and Advantages
Unique features and advantage of the MBO process
The principle behind Management by Objectives (MBO) is to create empowered employees who have clarity of the roles and responsibilities expected from them, understand their objectives to be achieved and thus help in the achievement of organizational as well as personal goals.

Some of the important features and advantages of MBO are:

1.
Clarity of goals

2.
Clarity in Organizational actions

3.
Personnel satisfaction

4.
Basis of Organizational Change

5.
Motivation – Involving employees in the whole process of goal setting and increasing employee empowerment increases employee job satisfaction and commitment.

6.
Better  communication  and  Coordination  –  Frequent  reviews  and interactions between superiors and subordinates helps to maintain harmonious relationships within the enterprise and also solve many problems faced during the period.

well to be supposed if yet this management by objectives has certain advantages as well as disadvantages, it is a virtual technique for effective management and it takes around 5 years to get mbo yielding results.

Domains and levels
Objectives can be set in all domains of activities (production, services, sales, R&D, human resources, finance, information systems etc.).Some objectives are collective, for a whole department or the whole company, others can be individualized.

Practice
Objectives need quantifying and monitoring. Reliable management information systems are needed to establish relevant objectives and monitor their "reach ratio" in an objective way. Pay incentives (bonuses) are often linked to results in reaching the objectives

Limitations
There are several limitations to the assumptive base underlying the impact of managing by objectives, including:

1.
Time and Cost

2.
Fuilure to teach MBO

3.
Problems in Objecive Setting

4.
Emphasis on Short term Goals

5.
Inlexibility

6.
It over-emphasizes the setting of goals over the working of a plan as a driver of outcomes.

7.
It underemphasizes the importance of the environment or context in which the goals are  set.  That  context  includes  everything  from  the  availability  and  quality  of resources, to relative buy-in by leadership and stake-holders. As an example of the influence of management buy-in as a contextual influencer, in a 1991 comprehensive review of thirty years of research on the impact of Management by Objectives, Robert Rodgers and John Hunter concluded that companies whose CEOs demonstrated high commitment to MBO showed, on average, a 56% gain in productivity. Companies with CEOs who showed low commitment only saw a 6% gain in productivity.

8.
Companies evaluated their employees by comparing them with the "ideal" employee.

Trait appraisal only looks at what employees should be, not at what they should do.

9.
It  did  not  address  the  importance  of  successfully  responding  to  obstacles  and constraints as essential to reaching a goal. The model didn’t adequately cope with the obstacles of:

a.
Defects in resources, planning and methodology,

b.
The increasing burden of managing the information organization challenge,

c.
The impact  of a  rapidly changing environment, which  could alter  the  landscape

enough to make yesterday’s goals and action plans irrelevant to the present.

8.  Explain strategy formulation and implementation process.
Strategic planning process consists of the following stages: Step1: Develop Mission and Objectives

Mission is the organizations purpose and fundamental reason for existence. Before Formulating the strategy, the organization has to develop clear mission and objectives

Step 2: Diagnise Internal and external Environment

In
this
diagnosis.
The
external
environment
is
scanned
for technological development and changes in market condition.

Step 3: Situation Analysis

Include SWOT. The information required fopr conduting situational analysis ca n be derived from a variety of sources such as government reports, journals. Customers, suppliers, consultants and association meetings.

Step 4: Develop alternative Strategies

Develop Alternative strategies considering external and internal environment, diversification, joint ventures strategic alliance, globalization, retrenchment and liquidation are some of the possible alternative strategies

Step 5: Formulate Strategies

This step can further be categorised into three stages

1.
Formulate Corporate Level Strategy

2.
Formulate Business Level Strategy

3.
Formulate Fuctional Level Strategy

Step 6: Implementing Strategy

Strategy implementaion is the process of translation of strategies and policies into action through the development of programmes, budgets and procedures.

[Strategy may be implemented by Middle Level and Lower Level Management]

9.  Explain decision making process in detail.
Problem Analysis vs. Decision Making
It's important to differentiate between problem analysis and decision making. The concepts are completely separate of one another. Problem analysis must be done first, then the information gathered in that process may be used towards decision making.

Problem Analysis
• Analyze performance, what should the results be against what they actually are

• Problems are merely deviations from performance standards

• Problem must be precisely identified and described

• Problems are caused by some change from a distinctive feature

• Something can always be used to distinguish between what has and hasn't been effected by a cause

• Causes to problems can be deducted from relevant changes found in analyzing the problem

• Most likely cause to a problem is the one that exactly explains all the facts

Decision Making
• Objectives must first be established

• Objectives must be classified and placed in order of importance

• Alternative actions must be developed

• The alternative must be evaluated against all the objectives

• The alternative that is able to achieve all the objectives is the tentative decision

• The tentative decision is evaluated for more possible consequences

• The decisive actions are taken, and additional actions are taken to prevent any adverse consequences from becoming problems and starting both systems (problem analysis and decision making) all over again

Everyday techniques
Some of the decision making techniques people use in everyday life include:

 
Listing the advantages and disadvantages of each option, popularized by Plato and Benjamin Franklin

 
Choosing the alternative with the highest probability-weighted utility for each alternative (see Decision Analysis)

 
satisficing: Accepting the first option that seems like it might achieve the desired result

 
Acquiesce to a person in authority or an "expert", just following orders

 
flipism: Flipping a coin, cutting a deck of playing cards, and other random or coincidence methods

 
Prayer, tarot cards, astrology, augurs, revelation, or other forms of divination
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UNIT – III
10. Distinguish between formal and informal organization.
Organizations are basically clasified on the basis of relationships. There are two types of organizations formed on the basis of relationships in an organization

1.
Formal Organization - This is one which refers to a structure of well defined jobs each bearing a measure of authority and responsibility. It is a conscious determination by which people accomplish goals by adhering to the norms laid down by the structure. This kind of organization is an arbitrary set up in which each person is responsible for his performance. Formal organization has a formal set up to achieve pre- determined goals.

2.
Informal  Organization  -  It  refers  to  a  network  of  personal  and  social relationships  which  spontaneously  originates  within  the  formal  set  up. Informal organizations develop relationships which are built on likes, dislikes, feelings and emotions. Therefore, the network of social groups based on friendships can be called as informal organizations. There is no conscious effort made to have informal organization. It emerges from the formal organization and it is not based on any rules and regulations as in case of formal organization.

Relationship between formal and informal organizations
For a concerns working both formal and informal organization are important. Formal organization originates from the set organizational structure and informal organization originates from formal organization. For an efficient organization, both formal and informal organizations are required. They are the two phase of a same concern. Formal organization can work independently. But informal organization depends totally upon the formal organization. Formal and informal organization helps in bringing efficient working organization and smoothness in a concern. Within the formal organization, the members undertake  the  assigned  duties  in  co-  operation  with  each  other.  They  interact  and communicate amongst themselves. Therefore, both formal and informal organizations are important. When several  people work together  for achievement  of organizational  goals, social tie ups tends to built and therefore informal organization helps to secure co-operation by which goals can be achieved smooth. Therefore, we can say that informal organization emerges from formal organization.

Formal and Informal Organization
Formal Organiation
The  formal  orgainzation  describes  the  job  of  each  individiual  and  relationship between organiational members

Benefits of Formal Organization
1.  Formal Organiation helps in implementing the objectives and policies

2.  Effective Control can be made in these types of  formal Organization

3.  Formal  Organiation  helps  to  achieve  individual  goals  in  the  frame  work  of organizational goals

4.  It is Larger in size

Informal Organization
There   is   no   definite   organization   structure   for   informal   orgainzation. Ininformal organization individula and group goals are more important than organization goals.

Functions of Informal Organization
1.  It helps to preserve the integrity of the groups as a whole

2.  It acts as an efective communication channel

3.  It provides job satisfaction

4.  It controls the social behaviour of the employees

Benefits of Informal Organization
1.  Informal organizations encourage co-operation

2.  Reduces the work load of managers

3.  Informal Organizations provide job security and stability to an employee.

Disadvantages of Informal Organization
Informal Organization creates conflict between employees and employers

11. What are the needs for formal organization structure?
  Facilitating management action

  Encouraging efficiency

  Communication

  Optimum use of organizational resources

  Stimulating creativity

  Job satisfaction

12. What are the bases of departmentation?
1.  Departmentation by Function
Grouping  activites  accorgint  ot  the  function  of  the  management  is  known  as functional departmentation. The basic organizational fucntions are finance, accounting, purchasing, production and marketing

Advantages

1.
Functional  departmentation  reduces  communication  and  co- ordination problems

2.
It promotes high quality decision making

3.
It increases job satisfaction of employees

4.
Authority and responsibilty are clearly defined in functional departmentation

Disadvantages

1.
Co-ordination between  functions  of different  departments  is very difficult

2.
Results in inadequate communication between departments

2.  Departmentation by Teritory or Geography
Grouping all the functions within a specific geographic area is known as geograpic departmentaion. Geographic departmentations is very much suitable for large
organizations
whose
activites
are
geographically   dispersed,
Territorial departmentation is suitable for automobile manufacturing, automobile assembly, wholesaling and oil refining

Advantages

1.
Production cost and sales prices are lower

2.
Transportaiton cast can be reduced to a greater extent

Disadvantages

1.
It is very difficult to co-ordinate across departments

2.
Top management contorl over departments is very difficult

3.  Departmentation by Customer
In customer departmentaion, separate departments or divisions are made to serve the needs of particular customers. Customer departmentaion is employed in large ad complex orgaization.

Advantages

1.Customer departmention aims to satisfy the needs of the customers in abetter and effective way

2.Managers can become experts in customers area

3.This enables to identify the key customers

4.It enables to understand customers needs. Disadvantages

1.
It is very difficult to achieve co-ordination across departments

2.
It requires experts to solve customers problems

3.
Grouping of customers into department is a difficult problem

4.  Departmentation by Product
Product departmentation is suitable for large organizations of products or product lines

5.  Departmentation by Process
Activities are grouped according to the process involved. This suitable for manufacturing enterprises.

For eg: the processes are drilling process, paintin process, etc..

6.  Departmentation by Time
Grouping of activites on time basis is more common in many organization. In organization there may be first shift, second shift and night shift. The tasks performed by employees in each shift are similar. This type of departmentaion is generally found in public utility services such as Railways, Hospitals, Call centers and in Manufacturing Orgainzations.

7.  Departmentation by Number
Grouping of activities on the basis of number prescribed for each unit is known as departmention by numbers

Eg: In armysoldiers are grouped in Battalion, regiments, brigades, so on…

8.  Matrix Departmention
A hybrid structure in which two or more forms of departmentaion are used together is known as matrix departmentaion. In matrix organization there are dual lines  of  authority.  The  matrix  departmentaion  is  applicable  in  cinstructuion  of bridges, in aerospace projects, etc..

Martix Organiation is otherwuise known as Project Organization

9.  Strategic Business Unit
It is a Division of an organization that provides a distinct product or service and has its own mission and goals

13. What are the factors affecting span of management?
Factors influencing larger span of management.

1.  Work performed by subordinates is stable and routine.

2.  Subordinates perform similar work tasks.

3.  Subordinates are concentrated in a single location.

4.  Subordinates are highly trained and need little direction in performing tasks.

5.  Rules and procedures defining task activities are available.

6.  Support systems and personnel are available for the managers.

7.  Little time is required in non-supervisory activities such as coordination with other departments or planning.

8.  Managers' personal preferences and styles favour a large span.

  Capacity of superior

  Capacity of subordinates

  Nature of work

  Degree of decentralization

  Degree of planning

  Communication techniques

  Use of staff assistance

  Supervision from others

14. Explain the various selection process that are followed by an organization.
Employee Selection is the process of putting right men on right  job. It  is a procedure of matching organizational requirements with the skills and qualifications of people.  Effective  selection  can  be  done  only  when  there  is  effective  matching.  By selecting  best  candidate  for  the  required  job,  the  organization  will  get  quality performance of employees. Moreover, organization will face less of absenteeism and employee turnover problems. By selecting right candidate for the required job, organization will also save time and money. Proper screening of candidates takes place during selection procedure. All the potential candidates who apply for the given job are tested.

But  selection  must  be  differentiated  from  recruitment  ,though  these  are  two phases of employment process. Recruitment is considered to be a positive process as it motivates more of candidates to apply for the job. It creates a pool of applicants. It is just sourcing of data. While selection is a negative process as the inappropriate candidates are rejected here. Recruitment precedes selection in staffing process. Selection involves choosing the best candidate with best abilities, skills and knowledge for the required job

The Employee selection Process takes place in following order-

1.  Preliminary Interviews- It is used to eliminate those candidates who do not meet the minimum eligiblity criteria laid down by the organization. The skills, academic and family background, competencies and interests of the candidate

are examined during preliminary interview. Preliminary interviews are less formalized and planned than the final interviews. The candidates are given a brief up about the company and the job profile; and it is also examined how much the candidate knows about the company. Preliminary interviews are also called screening interviews.

2.  Application blanks- The candidates who clear the preliminary interview are required to fill application blank. It contains data record of the candidates such as   details   about   age,   qualifications,   reason   for   leaving  previous   job, experience, etc.

3.  Written Tests- Various written tests conducted during selection procedure are aptitude test, intelligence test, reasoning test, personality test, etc. These tests are used to objectively assess the potential candidate. They should not be biased.

4.  Employment  Interviews-  It  is  a  one  to  one  interaction  between  the interviewer  and  the  potential  candidate.  It  is  used  to  find  whether  the candidate is best suited for the required job or not. But such interviews consume time and money both. Moreover the competencies of the candidate cannot be judged. Such interviews may be biased at times. Such interviews should be conducted properly. No distractions should be there in room. There should be an honest communication between candidate and interviewer.

5.  Medical examination- Medical tests are conducted to ensure physical fitness of the potential employee. It will decrease chances of employee absenteeism.

6.  Appointment Letter- A reference check is made about the candidate selected and then finally he is appointed by giving a formal appointment letter.

  Screening of applications

  Selection test

  Interview

  Checking of references

  Physical examination

  Approval by appropriate authority

  Placement

15. What are the various sources of manpower supply in an organization.
Recruitment is of 2 types

1.  Internal Recruitment – is a recruitment which takes place within the concern or organization. Internal sources of recruitment are readily available to an organization. Internal sources are primarily three – Transfers, promotions and Re- employment of ex-employees. Re-employment of ex-employees is one of the internal sources of recruitment in which employees can be invited and appointed to fill vacancies in the concern. There are situations when ex-employees provide unsolicited applications also.

Internal recruitment may lead to increase in employee’s productivity as their motivation level increases. It also saves time, money and efforts. But a drawback of internal recruitment is that it refrains the organization from new blood. Also, not  all  the  manpower  requirements  can  be  met  through  internal  recruitment. Hiring from outside has to be done.

Internal sources are primarily 3 a.   Transfers
b.  Promotions (through Internal Job Postings) and

c.   Re-employment of ex-employees - Re-employment of ex-employees is one of the internal sources of recruitment in which employees can be invited and appointed to fill vacancies in the concern. There are situations when ex-employees provide unsolicited applications also.

2.  External Recruitment – External sources of recruitment have to be solicited from outside the organization. External sources are external to a concern. But it involves lot of time and money .The external sources of recruitment include – Employment
at
factory
gate,
advertisements,
employment
 exchanges, employment
  agencies,
educational
institutes,

labour
contractors, recommendations etc.

a.   Employment at Factory Level – This a source of external recruitment in which the applications for vacancies are presented on bulletin boards outside the Factory or at the Gate. This kind of recruitment is applicable generally where factory workers are to be appointed. There are people who keep on soliciting jobs from one place to another. These applicants are called as unsolicited applicants. These types of workers apply on their own for their job. For this kind of recruitment workers have a tendency to shift from one factory to another and therefore they are called as “badli” workers.

b.  Advertisement – It is an external source which has got an important place in recruitment procedure. The biggest advantage of advertisement is that it covers a wide area of market and scattered applicants can get information from advertisements. Medium used is Newspapers and Television.

c.   Employment  Exchanges  –  There  are  certain  Employment  exchanges which are run by government. Most of the government undertakings and concerns employ people through such exchanges. Now-a-days recruitment in government agencies has become compulsory through employment exchange.

d.  Employment  Agencies  –  There  are  certain  professional  organizations which look towards  recruitment  and employment  of people,  i.e. these private agencies run by private individuals supply required manpower to needy concerns.

e.   Educational  Institutions  –  There  are  certain  professional  Institutions which serves as an external source for recruiting fresh graduates from these institutes. This kind of recruitment done through such educational institutions, is called as Campus Recruitment. They have special recruitment cells which helps in providing jobs to fresh candidates.

f.
Recommendations – There are certain people who have experience in a particular area. They enjoy goodwill and a stand in the company. There are certain vacancies which are filled by recommendations of such people. The biggest drawback of this source is that the company has to rely totally on such people which can later on prove to be inefficient.

g. Labour Contractors – These are the specialist people who supply manpower to the Factory or Manufacturing plants. Through these contractors, workers are appointed on contract basis, i.e. for a particular time   period.
Under
conditions
when
these
contractors
leave
the organization,  such  people  who  are  appointed  have  to  also  leave  the concern.

UNIT-IV
16. Explain the theory of Maslow’s hierarchy of needs.
Maslow's hierarchy of needs is a theory in psychology, proposed by Abraham Maslow  in  his  1943  paper  A  Theory  of  Human  Motivation.  Maslow  subsequently extended the idea to include his observations of humans' innate curiosity. Maslow studied what he called exemplary people such as Albert Einstein, Jane Addams, Eleanor Roosevelt, and Frederick Douglass rather than mentally ill or neurotic people, writing that "the study of crippled, stunted, immature, and unhealthy specimens can yield only a cripple psychology and a cripple philosophy." Maslow also studied the healthiest 1% of the college student population.

Maslow's  theory  was  fully  expressed  in  his  1954  book  Motivation  and
Personality.
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Representations
Maslow's hierarchy of needs is often portrayed in the shape of a pyramid, with the  largest  and  lowest  levels  of  needs  at  the  bottom,  and  the  need  for  self- actualization at the top, also the needs for people.

Deficiency needs
The lower four layers of the pyramid contain what Maslow called "deficiency needs" or "d-needs": physiological (including sexuality), security of position, friendship and love, and esteem. With the exception of the lowest (physiological) needs, if these "deficiency needs" are not met, the body gives no physical indication but the individual feels anxious and tense.

Physiological needs
For the most part, physiological needs are obvious—they are the literal requirements  for  human  survival.  If  these  requirements  are  not  met  (with  the exception  of  clothing  and  shelter),  the  human  body  simply  cannot  continue  to function.

Physiological needs include:

 
Breathing

 
Food

 
Sexual activity

 
Homeostasis

Air, water, and food are metabolic requirements for survival in all animals, including humans. The intensity of the human sexual instinct is shaped more by sexual competition than maintaining a birth rate adequate to survival of the species.

The urge to have sex is so powerful that it can drain psychic energy away from other necessary goals. Therefore every culture has to invest great efforts in rechanneling and restraining it, and many complex social institutions exist only in order to regulate this urge. The saying that "love makes the world go round" is a polite reference to the fact that most of our deeds are impelled, either directly or indirectly, by sexual needs.

—Mihaly Csikszentmihalyi, Flow: The Psychology of Optimal Experience
Safety needs
With their physical needs relatively satisfied, the individual's safety needs take precedence and dominate behavior. These needs have to do with people's yearning for a predictable, orderly world in which injustice and inconsistency are under control, the familiar frequent and the unfamiliar rare. In the world of work, these safety needs manifest themselves in such things as a preference for job security, grievance procedures for protecting the individual from unilateral authority, savings accounts, insurance policies, and the like.

For most of human history many individuals have found their safety needs unmet, but as of 2009 "First World" societies provide most with their satisfaction, although the poor—both those who are poor as a class and those who are temporarily poor (university students would be an example)—must often still address these needs.

Safety and Security needs include:

 
Personal security

 
Financial security

 
Health and well-being

 
Safety net against accidents/illness and their adverse impacts

Love and Belonging
After physiological and safety needs are fulfilled, the third layer of human needs are social and involve feelings of belongingness. This aspect of Maslow's hierarchy involves emotionally-based relationships in general, such as:

 
Friendship

 
Intimacy

 
Family

Humans need to feel a sense of belonging and acceptance, whether it comes from a large social group, such as clubs, office culture, religious groups, professional organizations, sports teams, gangs ("Safety in numbers"), or small social connections (family members,  intimate  partners,  mentors,  close  colleagues,  confidants).  They need to love and be loved (sexually and non-sexually) by others. In the absence of these elements, many people become susceptible to loneliness, social anxiety, and clinical depression. This need for belonging can often overcome the physiological and security needs, depending on the strength of the peer pressure;  an  anorexic, for example, may ignore the need to eat and the security of health for a feeling of control and belonging.

Esteem
All humans have a need to be respected and to have self-esteem and self- respect. Also known as the belonging need, esteem presents the normal human desire to be accepted and valued by others. People need to engage themselves to gain recognition and have an activity or activities that give the person a sense of contribution, to feel accepted and self-valued, be it in a profession or hobby. Imbalances  at this level can result in low self-esteem or an inferiority complex. People with low self-esteem need respect from others. They may seek fame or glory, which again depends on others. Note, however, that many people with low self- esteem will not be able to improve their view of themselves simply by receiving fame, respect, and glory externally, but must first accept themselves internally. Psychological imbalances such as depression can also prevent one from obtaining self-esteem on both levels.

Most people have a need for a stable self-respect and self-esteem. Maslow noted two versions of esteem needs, a lower one and a higher one. The lower one is the need for the respect of others, the need for status, recognition, fame, prestige, and attention. The higher one is the need for self-respect, the need for strength, competence,  mastery,  self-confidence,  independence  and  freedom.  The  latter  one ranks higher because it rests more on inner competence won through experience. Deprivation of these needs can lead to an inferiority complex, weakness and helplessness.

Maslow stresses the dangers associated with self-esteem based on fame and outer recognition instead of inner competence. He sees healthy self-respect as based on earned respect.

Self-actualization
“What a man can be, he must be”. This forms the basis of the perceived need for self-actualization. This level of need pertains to what a person's full potential is and realizing that potential. Maslow describes this desire as the desire to become more and more what one is, to become everything that one is capable of becoming.. This is a broad definition of the need for self-actualization, but when applied to individuals the need is specific. For example one individual may have the strong desire to become an ideal parent, in another it may be expressed athletically, and in another it may be expressed in painting, pictures, or inventions. As mentioned before, in order to reach a clear understanding of this level of need one must first not only achieve the previous needs, physiological, safety, love, and esteem, but master these needs. Below are Maslow’s descriptions of a self-actualized person’s different needs and personality traits.

17. Explain McGregor’s Theory X and Theory Y
THEORY X AND THEORY Y
In 1960, Douglas McGregor formulated Theory X and Theory Y suggesting two aspects of human behaviour at work, or in other words, two different views of individuals (employees): one of which is negative, called as Theory X and the other is positive, so called as Theory Y. According to McGregor, the perception of managers on the nature of individuals is based on various assumptions.

Assumptions of Theory X
 An average employee intrinsically does not like work and tries to escape it whenever possible.

 Since the employee does not want to work, he must be persuaded, compelled, or warned with punishment so as to achieve organizational goals. A close supervision is required on part of managers. The managers adopt a more dictatorial style.

 Many  employees  rank  job  security  on  top,  and  they  have  little  or  no aspiration/ ambition.

 Employees generally dislike responsibilities.

 Employees resist change.

 An average employee needs formal direction.

Assumptions of Theory Y
 Employees can perceive their job as relaxing and normal. They exercise their physical and mental efforts in an inherent manner in their jobs.

 Employees may not require only threat, external control and coercion to work, but  they can  use  self-direction  and  self-control  if  they are  dedicated  and sincere to achieve the organizational objectives.

 If the job is rewarding and satisfying, then it will result in employees’ loyalty

and commitment to organization.

 An average employee can learn to admit and recognize the responsibility. In fact, he can even learn to obtain responsibility.

 The employees have skills and capabilities. Their logical capabilities should be fully utilized. In other words, the creativity, resourcefulness and innovative potentiality of the employees can be utilized to solve organizational problems.

Thus, we can say that Theory X presents a pessimistic view of employees’ nature and behaviour at work, while Theory Y presents an optimistic view of the employees’ nature and behaviour at work. If correlate it with Maslow’s theory, we can say that Theory X is based on the assumption that the employees emphasize on the physiological needs and the safety needs; while Theory X is based on the assumption that the social needs, esteem needs and the self-actualization needs dominate the employees.

McGregor views Theory Y to be more valid and reasonable than Theory X. Thus, he encouraged cordial team relations, responsible and stimulating jobs, and participation of all in decision-making process.

Implications of Theory X and Theory Y
  Quite a few organizations use Theory X today. Theory X encourages use of tight control and supervision. It implies that employees are reluctant to organizational changes. Thus, it does not encourage innovation.

  Many organizations are using Theory Y techniques. Theory Y implies that the managers should create and encourage a work environment which provides opportunities to employees to take initiative and self-direction. Employees should be given opportunities to contribute to organizational well-being. Theory Y encourages

decentralization of authority, teamwork and participative decision making in an organization. Theory Y searches and discovers the ways in which an employee can make significant contributions in an organization. It harmonizes and matches employees’ needs and aspirations with organizational needs and aspirations.

18. Explain Hertzbergs Two Factor Theory or Hygeine Theory
In 1959, Frederick Herzberg, a behavioural scientist proposed a two-factor theory or the motivator-hygiene theory. According to Herzberg, there are some job factors that result in satisfaction while there are other job factors that prevent dissatisfaction. According  to  Herzberg,  the  opposite  of  “Satisfaction”  is  “No  satisfaction”  and  the opposite of “Dissatisfaction” is “No Dissatisfaction”.
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FIGURE: Herzberg’s view of satisfaction and dissatisfaction
Herzberg classified these job factors into two categories-

a.Hygiene factors- Hygiene factors are those job factors which are essential for existence of motivation at workplace. These do not lead to positive satisfaction for long-term. But if these factors are absent / if these factors are non- existant  at  workplace,  then  they lead  to  dissatisfaction.  In  other  words,  hygiene factors  are  those  factors  which when adequate  /  reasonable in  a job,  pacify the employees and do not make them dissatisfied. These factors are extrinsic to work. Hygiene factors are also called as dissatisfiers or maintenance factors as they are required  to  avoid  dissatisfaction.  These  factors  describe  the  job  environment  / scenario. The hygiene factors symbolized the physiological needs which the individuals wanted and expected to be fulfilled. Hygiene factors include:

 
Pay- The pay or salary structure should be appropriate and reasonable. It must be equal and competitive to those in the same industry in the same domain.

 
Company  Policies  and  administrative  policies-  The  company  policies should not be too rigid. They should be fair and clear. It should include flexible working hours, dress code, breaks, vacation, etc.

 
Fringe  benefits-  The  employees  should  be  offered  health  care  plans

(mediclaim), benefits for the family members, employee help programmes, etc.

 
Physical  Working conditions- The working conditions  should be safe, clean and hygienic. The work equipments should be updated and well-maintained.

 
Status- The employees’ status within the organization should be familiar

and retained.

 
Interpersonal relations-The relationship of the employees with his peers, superiors and subordinates should be appropriate and acceptable. There should be no conflict or humiliation element present.

 
Job   Security-   The   organization   must   provide   job   security  to   the employees.

b.Motivational factors- According to Herzberg, the hygiene factors cannot be regarded as motivators. The motivational factors yield positive satisfaction. These  factors  are  inherent  to  work.  These  factors  motivate  the  employees  for  a superior performance. These factors are called satisfiers. These are factors involved in performing the job. Employees find these factors intrinsically rewarding. The motivators symbolized the psychological needs that were perceived as an additional benefit. Motivational factors include:

 
Recognition- The employees should be praised and recognized for their accomplishments by the managers.

 
Sense of achievement- The employees must have a sense of achievement. This depends on the job. There must be a fruit of some sort in the job.

 
Growth  and  promotional  opportunities-  There  must  be  growth  and advancement opportunities in an organization to motivate the employees to perform well.

 
Responsibility- The employees must hold themselves responsible for the work. The managers should give them ownership of the work. They should minimize control but retain accountability.

Meaningfulness  of  the  work-  The  work  itself  should  be  meaningful, interesting and challenging for the employee to perform and to get motivated.

Limitations of Two-Factor Theory
The two factor theory is not free from limitations:

1.
The two-factor theory overlooks situational variables.

2.
Herzberg assumed a correlation between satisfaction and productivity. But the research conducted by Herzberg stressed upon satisfaction and ignored productivity.

3.
The theory’s reliability is uncertain. Analysis has to be made by the raters. The raters may spoil the findings by analyzing same response in different manner.

4.
No comprehensive measure of satisfaction was used. An employee may find his job acceptable despite the fact that he may hate/object part of his job.

5.
The two factor theory is not free from bias as it is based on the natural reaction of employees when they are enquired the sources of satisfaction and dissatisfaction at work. They will blame dissatisfaction on the external factors such as salary structure, company policies and peer relationship. Also, the employees will give credit to themselves for the satisfaction factor at work.

6.
The  theory  ignores  blue-collar  workers.  Despite  these  limitations,

Herzberg’s Two-Factor theory is acceptable broadly.

Implications of Two-Factor Theory
ü

The  Two-Factor  theory  implies  that  the  managers  must  stress  upon guaranteeing the adequacy of the hygiene factors to avoid employee dissatisfaction. Also, the managers must make sure that the work is stimulating and rewarding so that the employees are motivated to work and perform harder and better. This theory emphasize upon job-enrichment so as to motivate the employees. The job must utilize the employee’s skills and competencies to the maximum. Focusing on the motivational factors can improve work-quality.

19. Explain the process of communication in detail.
Communication is a process of transferring information from one entity to another. Communication processes are sign-mediated interactions between at least two agents which share a repertoire of signs and semiotic rules. Communication is commonly defined as "the imparting or interchange of thoughts, opinions, or information by speech, writing, or signs". Although there is such a thing as one-way communication, communication  can  be  perceived  better  as  a  two-way process  in  which  there  is  an exchange and progression of thoughts, feelings or ideas (energy) towards a mutually accepted goal or direction (information).

Communication is a process whereby information is enclosed in a package and is channeled and imparted by a sender to a receiver via some medium. The receiver then decodes the message and gives the sender a feedback. All forms of communication require a sender, a message, and an intended recipient, however the receiver need not be present or aware of the sender's intent to communicate at the time of communication in order for the act of communication to occur. Communication requires that all parties have an area of communicative commonality. There are auditory means, such as speech, song, and tone of voice, and there are nonverbal means, such as body language, sign language, paralanguage, touch, eye contact, through media, i.e., pictures, graphics and sound, and writing.

  Sender

  Message

  Encoding

  Channel

  Receiver

  Decoding

  Feed back

The Communication Process
Transmission
Message
Encoding
Medium
Decoding
Sender

NOISE

Receiver
(now
Decoding
Medium
Encoding
Message
Feedback Phase
20. What are the barriers of effective communication? Explain them.
Communication noise
In  every  communication  models,  noise  is  anything  that  interferes  with  the decoding of messages sent over the channel by an encoder. There are many examples of noise:

Environmental Noise: Noise that physically disrupts communication, such as standing next to loud speakers at a party, or a construction site next to a classroom making it hard to hear the professor.

Physiological-Impairment Noise: physical maladies that prevent effective communication, such as actual deafness or blindness preventing messages from being received correctly.

Semantic Noise: different interpretations of the meanings of certain words, like how the word "weed" can be interpreted as both an undesirable plant in your yard or marijuana, or how "LOL" is easily recognizable by most teens, but complete gibberish to older readers.

Syntactical Noise: mistakes in grammar can disrupt communication, such as abrupt changes in verb tense during a sentence, or differing sentence structures between different cultures.

Organizational Noise: poorly structured communication can prevent the receiver from accurate interpretations, like unclear and badly stated directions can

make the receiver even more lost, or how unfocused and disorganized lectures by professors are extremely hard for students to understand.

Cultural Noise: stereotypical assumptions can cause misunderstandings, such as unintentionally offending Jews by wishing them a "Merry Christmas,” or how Democrats and Republicans alike are bigoted about the other party’s policies.

Psychological Noise: certain attitudes can make communication difficult, like when great anger or sadness causes someone to lose focus on the present, or how more
serious
psychological
diseases
like
autism
severely   hamper
effective communication.

1.  Semantic Barriers



a.   Symbols with different meanings b.  Badly expressed message

c.   Faulty translations

d.  Unclarified assumptions e.   Specialist language

2.  Emotional or Psychological barriers

3.  Organizational Barriers

4.  Personal Barriers

21. Explain electronic media of communication used in business organization.
Information communication revolutions
Over time, technology has progressed and has created new forms of and ideas about communication. The newer advances include media and communications psychology. Media psychology is an emerging field of study. These technological advances revolutionized the processes of communication. Researchers have divided how communication was transformed into three revolutionary stages:

In the 1st Information Communication Revolution, the first written communication began, with pictographs. These writings were made on stone, which were too heavy to transfer. During this era, written communication was not mobile, but nonetheless existed.

In the 2nd Information Communication Revolution, writing began to appear on paper, papyrus, clay, wax, etc. Common alphabets were introduced, allowing the uniformity of language across large distances. Much later the Gutenberg printing-press was invented. Gutenberg created this printing-press after a long period of time in the 15th century.

In  the  3rd  Information  Communication  Revolution,  information  can  now  be transferred via controlled waves and electronic signals.

Communication is thus a process by which meaning is assigned and conveyed in an attempt to create shared understanding. This process requires a vast repertoire of skills in intrapersonal and interpersonal processing, listening, observing, speaking, questioning, analyzing,   and   evaluating.   It   is   through   communication   that   collaboration   and cooperation occur. There are also many common barriers to successful communication, two of which are message overload (when a person receives too many messages at the same time), and  message complexity.  Communication is  a continuous  process. The

psychology of media communications is an emerging area of increasing attention and study.

b.  Email

c.   Mobile Phones d.  Internet
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UNIT - V
22. Explain the steps in the process of controlling. (MAY/JUN 2013)
Management control can be defined as a systematic effort by business management to compare performance to predetermined standards, plans, or objectives in order to determine whether performance is in line with these standards and presumably in order to take any remedial action required to see that human and other corporate resources are being used in the most effective and efficient way possible in achieving corporate objectives.

Also control can be defined as "that function of the system that adjusts operations as needed to achieve the plan, or to maintain variations from system objectives within allowable limits". The control subsystem functions in close harmony with the operating system. The degree to which they interact depends on the nature of the operating system and its objectives. Stability concerns a system's ability to maintain a pattern of output without wide fluctuations. Rapidity of response pertains to the speed with which a system can correct variations and return to expected output.

Characteristics of Control
 
Control is a continuous process

 
Control is a management process

 
Control is embedded in each level of organizational hierarchy

 
Control is forward looking

 
Control is closely linked with planning

 
Control is a tool for achieving organizational activities


Actual performance


Measurement of performance


Comparison of actual and standard performance


Identification of deviation


Analysis of caused of deviations


Corrective action plan


Implementation of corrections


Desired performance

23. Explain the role of MIS play at various levels of management.
Trends in Information Systems

•
Expanding roles of IS in business and management

•
The expanding participation of end users and managers in Information Systems

•
Data Processing (1950-1960)

•
Electronic data processing systems: Transaction processing, record keeping, and traditional accounting applications

•
Management Reporting: 1960-1970s

•
Management
information
system:
Management
reports
of
pre-specified information to support decision making

•
Decision support: 1970s 1980s

•
Decision support systems: Interactive ad hoc support of the managerial decision making

•
Strategic and End User support: 1980s-1990s

•
End   user   computing   systems:   Direct   computing   support   for   end   user productivity and work group collaboration

•
Executive information systems: Critical information for top management

•
Expert systems: Knowledge based expert advice for end users

•
Strategic information system: Strategic products and services for competitive advantage

•
Electronic Business and Commerce 1990s-2000s

•
Internetworked E-business and E-commerce systems:

•
Internetworked  enterprise  and  global  E-business  operations  and  electronic commerce on the internet, intranets, extranets, and other networks.

Types of support
Stages of decision making supported
Types of decisions supported
Types of decision maker supported
Information form and frequency

MIS
Provide information about the performance of the organisation
Support the intelligence stage of decision making
Structured decisions for operational and tactical planning and control
Indirect support designed for many managers
Periodic, exception, and demand reports and responses.

DSS
Provide information and decision support techniques to confront specific problems or opportunities
Support the intelligence design, and choice stage of decision making
Semi-structured and unstructured decisions for tactical and strategic planning and control
Direct support tailored to the decision making styles of individual managers.
Interactive inquiries and responses.
Information formatPre-specified, fixed format


Ad hoc, flexible and adaptable format
Information
processing methodology
System control

Information produced by mathematical and statistical analysis of operational data
Controlled by information system professional


Information produced by mathematical and statistical simulations using operational and external data
controlled by managerial end users.
  Reducing the cost

  Greater precision of data

  Co-ordination through unifying the concepts of each sub-system

  More rapid access by managers to the information that they need quickly

24. Explain Globalisation of Business.
Stages of Globalisation
A firm passes through different stages of development before it becomes a truly global corporation.

Typically, a domestic firm starts its international business by exporting. Later it may establish joint ventures or subsidiaries abroad. From an international firm it may then develop into a multinational firm and finally into a global one.

Ohmae identifies five different stages in the development of a firm into a global corporation.

First Stage is the arm’s length service activity of essentially domestic company which moves into new markets overseas by linking up with local dealers and distribution.

Second Stage the company takes over these activities on its own.

Third Stage the domestic based company begins to carry out its own manufacturing, marketing and sales in the key foreign markets.

Fourth Stage the company moves to a insider position in these markets, supported by a complete business system including R and D and engineering.

Fifth  Stage  the  company  moves  towards  a  genuinely  global  mode  of operation.

Essential Conditions for Globalisation
1.  Business Freedom
There should not be unnecessary government restrictions which come in  the  way  globalization  like  import  restriction,  restrictions  on  sourcing finance or other factors from abroad, foreign investments etc.

2.  Facilities
The extent to which an enterprise can develop globally from home country  base  depends  on  the  facilities  available  like  the  infrastructural facilities.

3.  Government Support
Unnecessary government interference is a hindrance to globalization, government support can encourage globalization.

4.  Resources
Resources  is  one of the important  factors  which often  decide, the ability of a firm to globalize. Resourceful companies may find it easier to thrust ahead in the global market.

5.  Competitiveness
The competitive advantage of the company is a very important determinant of success in global business. A firm may derive competitive advantage from any one or more of the factors such as low costs and price, product quality, product differentiation, technological superiority, after-sales services, marketing strength etc.

6.  Orientation
A global orientation on the part of the business firms and suitable globalization strategies are essential for globalization.

Advantages of Globalisation
1.  Foreign capital, if properly utilized can substantial contribution to the economic development of the nation.

2.  Productivity grows more quickly when countries produces goods and services in which they have comparative advantage.

3.  Increase in competition would make companies more cost and quality conscious and innovative.

4.  Global competition and imports keep a lid on prices, so inflation is less likely to derail economic growth.

5.  Exports jobs often pay more than other jobs.

6.  Unfettered capital flows gives the country access to foreign investment and keep interest rate low.

7.  Globalisation opens up enormous domestic and global opportunities for firms in developing countries.

25. Explain the requirements of Effective Control
Control is necessary in every organization to ensure that everything is going properly.

1.  Reflecting Organizational Needs
All control systems and techniques should reflect the jobs they are to perform. There may be several control techniques which have general applicability such as, budgeting, costing, etc.

2.  Forward Looking
Control should be forward looking. Though many of the controls are instantaneous,  they  must  focus  attention  as  to  how  future  actions  can  be conformed with plans.

3.  Promptness in
An ideal control system detects deviations promptly and forms the manager concerned to take timely actions.

4.  Pointing out Exceptions at Critical Points
Control should point exception at critical points and suggest whether action is to be taken for deviations or not some deviations in the organizations have no impact while others, through very little in quantity, may have great significance. Thus  control  system  should  provide  formation  for  critical  point  control  and control on exception.

5.  Objectives
The control should be objective, definite and determinable in a clear and positive way. The standards of measurement should be quantified as far as possible. If they are not quantifiable, such as training effectiveness etc. they must be determinable and verifiable.

6.  Flexible
Control should be flexible so that it remains workable in the case of changed plans, unforeseen circumstances or outright failures.

7.  Economical
Control  should  be  economical  and  must  be  worth  its  costs.  Economy  is relative, since the benefits vary with the importance of the activity, the size of the operation, the expense that might be incurred in the absence of control and the contribution the control system can make.

8.  Simple
Control system must be simple and understandable so that all managers can use it effectively.

9.  Motivating
Control system should motivate both controller and controlled.

10. Reflecting
The control system should reflect orgnaisational pattern by focusing attention on positions in organisation structure through which deviations are corrected.

26. Explain the Control Techniques
Budget and Budgetary Control
A  budget  can  be  defined  as  a  numerical  statement  expressing  the  plans, policies and goals of an organization for a definite period in future. Budget are mostly expressed in financial terms though they can be expressed in non-monetary terms also.

Budgetary control is a process of comparing the actual results with the corresponding budget data in order to approve accomplishments or to remedy differences by either adjusting the budget estimates or correcting the cause of the difference.

Features
1.  Budgetary control establishment a plan or target of performance which becomes the basis of measuring progression of activities in the organization.

2.  It tries to focus attention of the management on deviation between what is planned and what is being achieved so that necessary actions are taken to correct the situation and to achieve the objectives of the activities.

Benefits of Budgetary Control
Budget and budgetary control leads to maximum utilization f resources with a view to ensure maximum returns because it provides aid to managerial planning and control.

A.  Budgetary Control as Tool for Planning
The system of budgetary control by preparing budgets before the activities are actually undertaken.

1.  Budgetary control forces managers to plan their activities. Since budget allocated is based on the nature of activities undertaken in a department or section, the managers have to define what activities they plan for future.

2.  Since budgetary control is duly concerned with concrete numerical goals, it does not leave any ambiguity regarding the targets.

3.  It leads to a continuous utilization of resources since it keeps a rigid check over activities in the organisation.

4.  It also contributes indirectly to the managerial planning at higher levels.

Budgetary control provides an effective means by which management can delegate authority without sacrificing overall control.

B.  Budgetary Control as Tool for Control
1.  As a control device, is very exact, accurate and precise budget provides standards against which control activities are undertaken.

2.  Budgetary control pinpoints any deviation between budgeted standards and actual achievement.

3.  Budgetary control system also points out the reasons which may be responsible for deviation between budget and actual.

C.  Budgetary Control as an Aid to Co-ordination
1.  Budgetary control system promotes co-operation among various sub-units in the organisation.

2.  The system encourages exchange of information among various units of the organisation.

3.  The system promotes balanced activities in the organisation.

Volume   of   each   activity  depends   upon   the   objectives   of   the organization.

Problems in Budgetary Control
1.  Planning Problems
  Uncertainity of future

  Inflexibility

2.  Operational Problems
  Sophisticated guesswork

  TO save themselves from criticism, they may pass on the blame on other manager.

This may create many types of problems and conflicts in the organisation.

3.  Budgetary Control System requires a lot of paper work which the technical personnel always resent.

Types of Budgets
1.  Functional Budget
Have  a  number  of  classifications  depending  upon  the  types  of  functions performed and budgeting practices adopted by an organisation.

2.  Master Budget
The  master  budget  is  the  summary  budget  incorporating  its  component functional budgets.

3.  Capital and Revenue Budget
Creating of facilities for carrying the business activities is called capital. Carry out the activities is called revenue budget.

4.  Flexible Budget
A budget which is designed to change in accordance with the activities of the ognaisation is known as flexible budget.

5.  Performance Budgeting
It shows costs matching with operation.

