




KEYS:
1. The process of dealing with or controlling things or people
2. Predict or estimate (a future event or trend)
3. Top level, middle level, lower level.
4. Span of control is simply the number of staff that report to a manager. 
5. It is the process of managing information through people.
6. Decentralization refers to responsibilities are delegated by top management to middle and lower-level mangers.
7. An organized group of people with a particular purpose, such as a business or government department.
8.  Delegation is about entrusting someone else to do parts of your job.
9. Control in management means setting standards, measuring actual performance and taking corrective action.
10. Co-ordination is the unification, integration, synchronization of the efforts of group members so as to provide unity of action in the pursuit of common goals.

Section – B

11. Management is both an art and a science. Management combines features of both science as well as art. It is considered as a science because it has an organized body of knowledge which contains certain universal truth. It is called an art because managing requires certain skills which are personal possessions of managers. Science provides the knowledge & art deals with the application of knowledge and skills.
12. Power and Authority 
· Meaning: Power means the ability or potential of an individual to influence others and control their actions. The legal and formal right to give orders and commands, and take decisions is known as an Authority.
· What is it: It is a personal trait. It is a formal right, given to the high officials.
· Source: Knowledge and expertise. Position & office.
· Hierarchy: Power does not follow any hierarchy. Authority follows the hierarchy.
· Resides with: Person, Designation.
13. Advantages of MBO:
· The need to clarify objectives is stressed and suggestion for improvement is obtained from all levels of management. 
· All managers have a clear idea of the important areas of their work and of the standards required. 
· The performance of staff can be assumed and their needs for improvement highlighted.
· Greater participation may improve morale and communication. 
· It makes individuals more aware of organizational goal.
14. . Types of policies in management
· Originated Policies: For effectively guide the actions of the subordinates, the top management of the business formulates policies for the important functional areas. Such policies are called originated policies.
· Appealed Policies: When a dilemma appears in a unit of the organization over some issue, the unit head appeals his superiors for a decision. 
· Implied Policies: Implied policies are not explicit policies, still a functionary can take decisions on certain day to day matters that are not specifically stated in the approved policies assuming that it will come under the broad policy framework of the organization and will be accepted by the top management. 
· Externally Imposed Policies: Externally Imposed Policies are imposed by external agencies like Governments, Legal Authorities, Industry Associations, Trade Unions etc. 

15. Merits of line and staff organization 
· Specialization: One of the important benefits of line and staff organisation structure is that specialists can be engaged to reap the benefits of specialization and division of labor.
· Large-scale production: Line and staff organisation facilitates large scale production through specialization, standardisation and effective problem-solving abilities on the part of the executives. 
· Scientific actions: The actions of the line executives become scientific by careful and skill-full examination of business problems. In addition to this, line executives are benefited by the staffed advice.
· Definiteness: Authority and responsibility are rigidly defined in line and staff organisation. The employees report to only one boss. Specialised help by staff personnel is available whenever needed. 
· Provides for training: Line and staff organisation provides a platform for training and development of employees. 

16. Limitations of planning:
· Planning is costly: One of the essentials of a good plan is that it must give more contribution than the cost involved in it, i.e., it should justify its existence.
· Planning is a time consuming process: Planning requires too much of time and the decision-making process may get delayed especially where immediate decisions are to be taken.
· Planning reduces initiative of employees:	Planning tends to bring rigidity in the methods of work as employees are required to work according to predetermined policies
· Reluctance to change: The employees become accustomed to a set method of doing work and resist the change wherever it is suggested to them. 
· Capital invested in fixed assets limits planning: The decision regarding purchase of fixed assets puts a limit on the future action as huge amount is invested in the fixed asset.
17. Principles of co-ordination 
· Principle of Early Stage:According to this principle, coordination must start at an early stage in the management process. It must start during the planning stage. 
· Principle of Continuity:According to this principle, coordination must be a continuous process. The process of coordination must begin when the organisation starts, and it must continue until the organisation exists
· Principle of Direct Contact:According to this principle, all managers must have a Direct Contact with their subordinates. This will result in good relations between the manager and their subordinates.  
· Principle of Reciprocal Relations:The decisions and actions of all the people managers and and departments of the organisation are inter-related. 
Section - C
18. Principles of management
1. Division of Work
In practice, employees are specialized in different areas and they have different skills.
Different levels of expertise can be distinguished within the knowledge areas (from generalist to specialist).
2. Authority and Responsibility
In order to get things done in an organization, management has the authority to give orders to the employees. Of course with this authority comes responsibility.
3. Discipline
 It is often a part of the core values of a mission and vision in the form of good conduct and respectful interactions.
4. Unity of Command
The management principle ‘Unity of command’ means that an individual employee should receive orders from one manager and that the employee is answerable to that manager.
5. Unity of Direction
All employees deliver the same activities that can be linked to the same objectives.
6. Subordination of Individual Interest
The primary focus is on the organizational objectives and not on those of the individual.
This applies to all levels of the entire organization, including the managers.
7. Remuneration
Motivation and productivity are close to one another as far as the smooth running of an organization is concerned. The remuneration should be sufficient to keep employees motivated and productive.
8. The Degree of Centralization
Management and authority for decision-making process must be properly balanced in an organization.This depends on the volume and size of an organization including its hierarchy.

9. Scalar Chain
Hierarchy presents itself in any given organization. This varies from senior management (executive board) to the lowest levels in the organization.
10. Order
 Employees in an organization must have the right resources at their disposal so that they can function properly in an organization.

19. Types of planning
Strategic Plans
Strategic plans define the framework of the organization’s vision and how the organization intends to make its vision a reality.
· It is the determination of the long-term objectives of an enterprise, the action plan to be adopted and the resources to be mobilized to achieve these goals.
· Since it is planning the direction of the company’s progress, it is done by the top management of an organization.
· These plans provide the framework and direction for lower level planning.
   Tactical Plans:Tactical plans describe the tactics that the managers plan to adopt to achieve   the objectives set in the strategic plan.
· Tactical plans span a short time frame and are usually developed by middle level managers.
· It details specific means or action plans to implement the strategic plan by units within each division.
· Tactical plans entail detailing resource and work allocation among the subunits within each division.
   Operational Plans: Operational plans are short-term (less than a year) plans developed to create specific action steps that support the strategic and tactical plans
Operational plans can be 
· Standing plans − Drawn to cover issues that managers face repeatedly, e.g. policies, procedures, rules.
· Ongoing plans − Prepared for single or exceptional situations or problems and are normally    discarded or replaced after one use, e.g. programs, projects, and budgets.

20. Advantages and Disadvantages of Decentralization
Advantages
· Diversification of activities: Decentralization reduces the burden of the chief executives with making routine decisions. 
· Development of the Managerial Personnel. The managers learn by experience within the organization concerned.
· Improvement of morale:  Decentralization helps improvement of managerial ability which leads to an increase in their morale and these results in a higher productivity.
· Satisfaction of human needs: Decentralization is an important tool for satisfying human needs of power, independence, status and prestige. 

Disadvantages 
· High Cost of Operation: Establishing of various departments and employment of specialists in each department will result in a higher cost of operation.
· Lack of Uniformity: There shall not be uniformity in policies and actions, since each manager will form his own genius in designing them.
· Unsuitable for Small Firms: Departmentalization is completely unsuitable for small firms as it involves high operating costs.
· Increases the administrative expenses because highly-paid managers have to be appointed.

21. Advantages and Disadvantages of Organizational Charts
Advantages of Organizational Charts
· Shows clear reporting structure – employees know who to report to, who to contact when there is an issue that needs resolving or a question that needs to be answered. This is especially important in large organizations where there are many departments. 
· Helps new employees – enables them to get to know the people he or she is working with even before meeting them, thus helping them to connect much more easily.
· Helps to manage workload – A well managed organizational chart helps to visualize the workload of individuals. This is especially useful to manage the workload of managers because you can clearly see how many people they are managing and in some cases how many departments are under them.
· Makes planning easier – Because you can visualize the structure it helps in future plans. You can allocate resources better; quickly find competencies of individuals and much more.
Disadvantages of Organizational Charts

· Not showing informal channels – This is one of the biggest disadvantages of organizational charts. Not all communication channels are formal and well defined and organisational charts fail to capture them. Although organisational charts are not meant to capture them, informal channels are vital in any organization or business so failing to capture them might hinder communication.
· A maintenance headache – An outdated organizational chart is almost worthless. But keeping it up to date is very hard, especially for large organizations. Employees might change departments, leave the company, assigned a new role etc. in a short period of time. Since it is hard to keep track of these changes properly maintaining an org chart will be time consuming
