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Chapter – I




NATURE & SIGNIFICANCE OF MANAGEMENT (2+5 =7-marks)

Define the term ”management”?– 2 marks CBSE-2003

Management is a process of coordinating all the resources of an organization through the process of controlling, organizing, motivating and planning (COMP) in order to achieve its goals. This process starts at the top and continues in more or less degree at every level of the organization.

Briefly explain MANAGEMENT AS A PROCESS. – 2 marks Marking scheme
CBSE-2004 Set 3, 2005 Set 1

· Management is regarded as a process because it consists of -

· setting up objectives for an enterprise; and 

· taking a series of steps such as planning, coordinating, directing, organizing and staffing (PC-DOS) to ensure that these objectives are achieved.

· This process starts at the top and continues in more or less degree at every level of the organization.

Administration is part of management. Comment? – 2 marks Marking scheme
 (CBSE-1992, 1996, 2002) Pre Semester – 2004, CBSE-2004 Set 2

· Some authors suggest that management is a wider concept than administration or administration is part of management. 

· According to this view, management involves –

· Responsibility to make policies

· Responsibility for planning, organizing, directing, controlling & supervising (PC-DOS)

· Thus it is found that management begins with the administrative function at the top. As one moves down the levels of organization, managerial functions become more and more important.

“MANAGEMENT AS A GROUP has the responsibility of an enterprise”.  Explain  -– 2 marks   

Marking scheme CBSE2004, Set2.         

· Management as a GROUP refers to the Board of Directors or Executive Directors who are responsible for effectively managing the affairs of the business by guiding and controlling the work of other managers such as production, sales, finance, personnel, quality control managers, etc.

· This approach focuses on a team rather than individuals. 

· This is because it is believed that management as a team can contribute more effectively and efficiently than an individual. 

Management and Administration mean the same thing” Explain this view – 5 marks Marking Scheme CBSE-2004 Set 3.

· Management and Administration are synonymous i.e. they are both identical and carry the same meaning.

· In practice, administration involves management and management involves administration. Both are complementary as well as supplementary to each other. Every officer has to perform both administrative and management functions at all levels. 

· Both aim at achieving the desired goal of the business of maximising output at minimum cost and wastage.
“Administration comes first and management follows it” Comment. – 5 marks, 2004-Set 2

· Some authors suggest that administration is a wider concept than management or administration comes first and management follows it.

· According to this view, 

·  Administration determines the policies while management executes those policies

·  Administration lays down the objectives of the organization while management has to direct the organization to operate under the broad policies laid down by administration in order to achieve those objectives. 

Who is OPERATIVE/LOW LEVEL MANAGEMENT/FIRST LINE MANAGEMENT. State any two functions of lower level management –2 marks 

OR

Give any two designations given to the FIRST LINE MANAGERS –Pre Semester 2004, (CBSE-2004)(CBSE-2003)

· They include supervisors, foremen and inspectors.    

· They are a link between middle level management and workers

· They interact with the workers & build the image of the enterprise before the workers

They have the following functions (any 2 functions)

· They pass on instructions of middle management to workers

· They represent the workers’ grievances before the management 

· They procure tools, materials required for the job

· They assign duties to workers and guide them in handling their jobs

· They ensure specific standard of quality of work,

· They prevent wastage of materials by negligent workers 

· They ensure safety, adequate lighting, ventilation & other amenities to workers

· They help the management in selection, training and promotion of workers

· They are responsible for discipline among workers, motivating them, fostering team spirit in them.

Explain the place of MIDDLE LEVEL MANAGEMENT pointing out any 2 functions in brief. 2 marks -CBSE- 1996, CBSE- 2001

· Middle management is 2nd line of management. 

· It consists of departmental heads and other executive officers of different departments 

· They execute the policies framed by the top management. 

· They are a link between the top management and supervisory or lower level of management

Their functions are as follows: (any five functions)

· They plan the operations of their department 

· They prepare the organizational set up of their department.

· Find out suitable personnel and assign duties to them for execution of their department functions.

· Control and guide the work of people working under them in their department.

· Motivate and reward them for higher productivity.

· Coordinate with other departments so as to ensure smooth functioning of the organization

Briefly explain top Management pointing out any 2 functions in brief– 2 or 5 marks 

Top management is the 3rd line of management, which consists of Chairman, Directors, Managing Director, General Manager and other top-level executives required to achieve the goals of the enterprise.

The functions of top management are: (D-FOAM) – any 2 to 5 functions
· Determine the objectives of the enterprise.

· Frame the policies of the enterprise

· Organize the activities to be performed

· Assemble the required resources

· Monitor the performance of the enterprise.

Management is regarded as an ART”. Do you agree? Explain the reasons. – 5 marks 

(CBSE-2004), 1993

· Art in management refers to practical application of skill and knowledge in getting the desired results.

· Management is an art because it has the following characteristics of arts: (PPPS)

1. Personal skill:

Management is a personal skill. Every manager has his own way of doing his work according to his ability, understanding, tact & experience, which makes management an art. 

2. Personal judgment:

No doubt there are useful principals of management but it requires art and personal judgment to apply them properly and at appropriate time. This means art is necessary.

3. Practical knowledge:


There is risk in any business and only those who have practical knowledge or experience can deal effectively with such risks and it is only after continuous practice that they learn the skills.

4. Situational:

Management deals with human beings. They behave differently in different situations and therefore no set pattern can be developed for the given situation. 

Explain in brief “MANAGEMENT AS AN ACTIVITY” – 2 marks (CBSE-2004 ,2001, 1995)

· Management is a human activity that (PC-DOS) plans, controls, directs and organizes the efforts of all employees in the best interest of the organization and society. 

· For this the human and physical resources should be integrated in such a way that there is minimum waste of material, time and energy. 

· It takes decisions on the following activities:

· The goals of the organization

· The activities to achieve the goals of the organization. 

· The people who will perform those activities of the organization. 

· The allocation of resources for the various activities of the organization.

· It leads by doing oneself what it wants others to do; and 

· It directs the subordinates by showing & encouraging them to do things the right way.
Why management is neither as precise nor as comprehensive as the natural and pure sciences? 

OR 

“Management is regarded as a perfect Science. Do you agree? Explain in brief any five reasons. – 5 marks

Management is neither as precise nor as comprehensive as the natural and pure sciences due to the following reasons: 
(a) Since the rational approach and application method of science are new in business, management has therefore not developed the comprehensiveness (depth) that is found in other disciplines, which have used the scientific approach for a longer time.

(b) Very few managers are trained or experienced in using the method of science and even those who are trained find it too time consuming. So they seek other quicker ways to reach decisions and solve problems.

(c) In science, precision measuring instruments are available which is not possible to evaluate the performance of say a group of supervisors for example.  Hence, since an absolute measurement is not possible, a manager is therefore forced to use relative measurement.

(d) In science, researchers work with a single variable, holding all other factors constant.  The human element however cannot be treated as a constant as they are unpredictable and constantly changing. Therefore any prediction about human is mostly unreliable. 

Why is management not recognized as a PROFESSION comparable with medical and legal PROFESSION? 
-

5 marks














OR
Management has not yet gained the status of a full fledged PROFESSION” Why?- 5 marks

OR

Management is regarded as a fully developed profession. Do you agree? Give reasons.

(No, I do no agree that management is a fully developed profession) 

Although management is a profession but it is not recognized as a profession like medical and legal profession because the following characteristics of medical and legal profession do not exist in management:

· Managers are not required to get registered with any professional body like medical council or bar council of India

· They are not subject to any formal code of conduct like lawyers and doctors

· They do not have to acquire any minimum qualifications, which is compulsory to pursue professional courses in medical and legal profession.
“Management is a learned DISCIPLINE”. Comment (CBSE-2002), 1992

· Discipline is a subject that can be studied, organized and taught. (SOT)

· It should meet the basic requirements such as:-

· It should be acceptable

· It should be capable of discovering knowledge, which can be verified, passed on       

       to others and can be successfully applied.

· A large number of schools, colleges & universities have introduced management courses. 

· It has got experts, thinkers and philosophers of the subject. 

· These experts are devoted to impart their skill of the subject to learners of the discipline. 

· They follow a code of conduct prescribed for them. 

As such we can conclude that management is a discipline.

State any two characteristics of management – 2 marks CBSE Compartment Exam 2004

Intangible:

· Management is intangible i.e. it cannot be seen but it can be felt through the performance of the workers. 

· If there is any mismanagement it is quickly notice and it is a sign of poor management

· Efficient management on the other hand reflects the efforts of the workers.

Distinct activity:

· Management is a distinct activity, which consists of planning, controlling, decision making, organizing and staffing, etc (PC-DOS). 

· It can be studied, experimented and practiced.

Examine any 3 key ELEMENTS OF COORDINATION from the point of effective management. 











OR 

Define balance & timing and indicate their significance in coordination? – 2 marks (V. Imp)

The key elements of coordination are as follows: (BIT)

Balancing:
 
The activities of one department must be properly balanced and supported by 

other departments in order to achieve optimum results. (Define)

Integration:
It is the unification of all diverse group efforts, which are brought together to produce best possible results. This results in better performance of the firm.
Timing:



The business activities should be planned in such a way that the functions of 

every employee and department are performed according to a time schedule

Explain briefly the different OBJECTIVES OF MANAGEMENT – 2 marks (CBSE-1992, 1996, 2002)













(any two objectives)-Important

1) Organizational objectives:

· The primary organizational objective of the management of any business should be to attain maximum output with minimum resources and least wastage.

· This generates high profits, reduces costs and maximizes prosperity. 

2) Individual objectives:

· Each employee that joins an organization wants to satisfy his individual objectives, which means he would like to have good salary, develop his personality, get peer and social recognition. If his individual objectives are not satisfied, he will lose interest in his work and performance of organizational objectives may suffer.  

· Hence while formulating corporate objectives, management should also consider individual objectives. 

3) Social objectives:

· Business is formed within the society, with the resources of the society, to satisfy the needs of the society. All factors of production are supplied by the society. Therefore business owes its existence to the society and hence business has to honour social obligations in the interest of the society towards the consumers, workers, shareholders, creditors, investors, nation and the entire world. 

· Social objectives pertain to health, safety, labour practices and price regulation.

· Most business houses while achieving its objectives also contribute to the community by generating economic wealth, employment and financial support to the community

Explain briefly the FUNCTIONS OF MANAGEMENT in an organization? – 5 marks (PC-DOS)

(Ans: give definitions of PC-DOS: planning, controlling, directing, organizing & staffing)

Define “Planning”? – 1 mark (part of the question)

Planning means making decisions with regards to goals to be achieved and the methods to be adopted to achieve those goals.

Define “Controlling”? – 2 marks CBSE 1992

Controlling is a process of

· comparing the actual performance with the standards laid down, 

· finding out if there are any deviations; and 

· taking corrective measures to remove these deviations so that performance takes place according to plans
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· Directing is concerned with supervision, motivation, leadership & communication (SMCL)

· It involves issuing orders/instructions by managers to subordinates

· Guiding and inspiring them

· Supervising their affairs

· Leading and motivating them to efficiently achieve the desired goals of the organisation.

What is meant by Organising – 2 marks 

· Organising means identifying and grouping various activities into jobs and then sub grouping these jobs into sections and departments.

· It is bringing together financial, physical & human resources and establishing productive relations among them for achieving specific goals
Define “Staffing” as a function of management? : (DASTOD)           

· Staffing is the process of determining the manpower needed to meet the objectives of the organisation.

· Apprising and selecting candidates to fill these requirements; and

· Training, orienting and developing (TOD) new and existing staff.
What are CHARACTERISTIC FEATURES of Management–5 marks (CBSE-1996, 2004) 

(Management is an INTANGIBLE, DISTINCT ACTIVITY that INFLUENCES BEHAVIOUR and ACHIEVES GROUP OBJECTIVES with GROUP EFFORTS) – 2 marks or max 5 points will be asked at the Board. 

Intangible:

· Management is intangible i.e. it cannot be seen but it can be felt through the performance of the workers. 

· If there is any mismanagement it is quickly notice and it is a sign of poor management

· Efficient management on the other hand reflects the efforts of the workers.

Distinct activity:

· Management is a distinct activity, which consists of planning, controlling, decision making, organizing and staffing, etc (PC-DOS). 

· It can be studied, experimented and practiced.

Influences behaviour:

· Managers do not do the work themselves but influences the behaviour of the workers by communicating, inspiring leadership and improving the working conditions of the workers. 

· This inspires workers to be more productive and achieve the goals of the organization.  

Achieving Group objectives:

· The success of management depends upon achieving its objectives. 

· For this management controls, organizes, motivates and plans (COMP) the activities of the organization in order to achieve its goals.

Group efforts:

· Management requires group efforts if it needs to achieve its objectives. For example: if a new product is to be launched, the marketing manager will contact the sales, finance, operations and other concerned department and take their views and then arrive at a decision. This is because the result of this launching is going to affect all the concerned departments. 

· Hence management is a group rather than an individual activity and requires group efforts.

Composite Process:

· Management functions of planning, controlling, directing, organizing, staffing, etc PC-DOS are a composite process i.e. they cannot be performed individually but require group efforts. 

· For example: a car dealer enters into a two-wheeler business and sets a target to manufacture 10,000 scooters a year. The dealer will first have to decide the work involved and group this work according to specialized areas such as production, marketing, finance, personnel. Then he will recruit people for these positions and issue instructions to start work and monitor the performance.

· The whole process will work towards achieving this goal.

"Management is the art of getting things done through other people." Explain the IMPORTANCE OF MANAGEMENT in the light of the statement. (5 marks) CBSE-2002

OR

Management plays an IMPORTANT role in the success, efficiency and soundness of an organization. How? Explain – 5 marks (Code to remember for this question: BANJE)

Clue:  It is important for Management to bring order to endeavours in order to achieve group goals for nations growth. It is through judgement and vision that management proves its effectiveness and efficiency.
(a)

Bring order to endeavours:

Employees come from different backgrounds with different educational qualifications. They have different values and style of functioning. This can lead to chaos. Hence, in order to bring order to the endeavours of all employees, their energy should be channelised in one direction in order to achieve a common goal.      

(b) Achieve Group goals:

When an employee joins an enterprise he has expectations and sometimes there may be conflicts in attaining these expectations. The management is said to be successful if it can satisfy the expectations of all employees as much as possible and yet achieve the given objectives.

(c)  Nation’s growth:
· The economic growth of a nation does not necessarily depend on availability of resources but rather on how those scarce resources are utilized effectively and efficiently. 

· Efficient management of resources therefore is a critical factor in the economic development of the country and business organizations are the key contributors to the economic development of a country. 

(d)

Judgement and vision:

· Management requires a high degree of judgement and vision to carefully select and use resources efficiently and although new devices are introduced in the market, they cannot replace management.  

·   Sound management will enable an organization to adjust to the complex and dynamic environment and maintain equilibrium
 (e) Effectiveness and efficiency:

To secure efficiency and effectiveness, management should – (RASK)

· Reduce cost and maximize output 

· Apply foresight and imagination 

· Stress on better plant & machinery, equipment, office, products, services and human relations. 

· Keep abreast with changing market conditions 

Management is both a Science and an Art.” Do you agree with this statement? Give reasons - 5 marks (CBSE-2000, 1997, 1998, 2002)




OR

“For managing an enterprise effectively, both KNOWLEDGE of principles of management as well as their systematic APPLICATION is required. Explain? – 5 marks 

· Science is a body of knowledge while arts is skilful application of this knowledge. Thus management is both a science and an art. 

· It is science because it uses certain principles. It is an art because it requires continuous practice and personal skills.

· Theory is science which is learnt, while art is practiced.

· Science is “to know”, while art is “to do”

· Hence science and arts are not exclusive but exist together in every function of management.

(If answer is 5 to 7 marks combine answer of art and science)

Explain briefly the important features of MANAGEMENT AS A PROFESSION? 

OR

Explain critically if MANAGEMENT IS A PROFESSION? – 5 marks

· Profession is an occupation in which the person has specialized knowledge and training. 

· It is primarily concerned with service to others. 

· In profession one does not earn profits but rather earns fees for services rendered. 

· Examples: Chartered Accountants, Cost Accountants, Lawyers.

Profession has the following features:

Body of knowledge:

Management is regarded as a profession because it is a body of knowledge that is studied in specialized management institutions and practiced as a business. A human being cannot efficiently manage his business affairs if he does not have special ability and aptitude for work.

Formal training:

Management training is available in specialized management institutions in which people can obtain diploma, degree and even Ph D in business administration. Enterprises appoint executive trainees and after completion of their extensive training they are assigned duties of Executives and Managers. An untrained manager has to pass through the trials and errors. As such formal training is essential.

Remuneration Fee:

Many business and non-business firms are either establishing their own consultancy agencies or taking the services of management consultancy to restructure their organizations. These consultancy firms are not salaried people but charge fee as remuneration for services rendered.

Code of conduct:

An important feature of profession is code of conduct. Although ethical management behaviour is being emphasized and All India Management Association has even devised a code of conduct for Indian Managers. However there is no statutory backing for the code and membership is not compulsory. 

Is management becoming a profession? Discuss in light of emerging trend? – 2 marks

Yes, management is by and large becoming a profession. This can be seen by referring to the following emerging trends in business.

a) All big companies appoint professional managers at all levels.

b) Many Indian companies take initiative to replace family members by professional managers.

c) Proprietary managers are becoming more interested in acquiring latest knowledge and technique of management. They are sending their relatives abroad to do managerial course.

In conclusion, it may be said that managers at the top level do not satisfy all the requirements of profession but management is becoming a profession.

What is administration – 2 marks

Administration means: (LIDS)

· Laying out broad programs, major projects, etc

· Identifying general purposes

· Determining policies

· Setting up major objectives

Differentiate between MANAGEMENT and ADMINISTRATION on the basis of use and type of work? -  2 marks CBSE-2003, CBSE-1999 Pre Semester – 2004

	
	ADMINISTRATION
	MANAGEMENT

	Function
	Administration formulates major policies and objectives of the business enterprise
	Management executes the policies of the administration

	Decision making
	It is involved in decision making functions which are influenced by government policies, public opinion, religious and social factors
	Management is involved in executive functions. 

	Ownership
	They are the owners of the enterprise, 

They receive dividends for investments made in the company
	They are employees of the enterprise. 

They receive remuneration and other allowances.


What do you mean by “levels of management”? – 2 Marks 

· In an organization a large number of people are employed and they are placed on different levels and given authority depending on the responsibility assigned to them. 

· At each level, a group of managers are entrusted with duties to be performed. To perform these duties they receive instructions from managers placed in higher position, known as superiors. At the same time they are granted authority to give instructions to managers working below their level. They are known as subordinates. 

· This creates a chain of authority-subordinate relationship. This chain is known as hierarchy or levels of management.
COORDINATION

Discuss the meaning and nature of coordination? – 3 marks CBSE 1993, 1995)

Meaning: 



· Coordination is an orderly arrangement of group efforts to provide unity of action in the pursuit of common objectives. 

· It is a function of management which ensures that all groups in an organization work efficiently and harmoniously to achieve a common goal.  

Nature                                                                                                                                                                                                                                                                                                                                                  

Essence of Management:

As organizations perform different activities to achieve a common 

goal, it is necessary to integrate the efforts at all levels because in absence of harmonized group activities, achieving group goals becomes difficult.

Continuous process::




Maintaining coordination among various activities of business is 

the essential tasks of managers and this should be done continuously. It should never be thought that coordination once established will last forever. It should never be left to chance. Constant and continuous efforts should be made not only to start it but also sustain it.

Group efforts :








Coordination can be applied to only group and not individual 

efforts otherwise there will be chaos and achieving goals becomes difficult. This is because employees may have different background, education, experience and style of managing an organization. To achieve organizational goals, they should all work in coordination.

Unity of effort:








Coordination is essential to time the efforts of all persons to a 

common goal otherwise conflicting efforts may cause more damage to the objectives of the enterprise. 

Discuss the NEED OR IMPORTANCE for coordination in management? 5-7 marks

Coordination in management is required for the following reasons:

(1) Size of the organization:

In large organizations many people are employed. This creates difficulty in integrating their activities. Also each individual is unique. He has his own approach to situations. His behaviour can be unpredictable and he may act irrationally. Therefore it is necessary to integrate group goals through coordination.

(2) Specialization:

In large organizations due to introduction of modern technology and complex tasks involved, specialists are employed. As the specialists may think that only they are qualified and competent while others are not, conflicts may arise between specialists and others in the organization. Hence it is necessary to coordinate their efforts.

Coordination is the essence of management. It is not something that a manager can order but rather something that can be achieved while performing his functions of planning, controlling, directing, organizing and staffing (PC-DOS). Hence every function of a manager requires coordination.

(3) Functional differences:

Each department has different functions. Coordination problems arise when either each department works in isolation or their functions are grouped illogically or managers depend on experience rather than logic. In such cases coordination is essential to work effectively and efficiently.

"Co-ordination is needed at all levels of management." Explain this statement briefly. CBSE-2001    (2 1/2 + 2 1/2 = 5 marks)
 Explanation should cover any five of the following points:
Co-ordination is needed at all levels of management, as various persons in an organisation have to:
1. Inter-depend on one another,
2. Attain objectives of the organisation,
3. Achieve the unity of direction,
4. Avoid duplication of work,
5. Ensure the timely completion of the target, objectives, and
6. Harmonise and integrate the various activities.

"Co-ordination is the essence of management." Explain the statement with the help of examples. (5 marks)                               

Co-ordination is the essence of management:-
* Integrates the activities of separate units of an organisation to accomplish the organisational goals efficiently.
* Ensures the goals of units and sub-units are pursued in harmony with each other keeping in view the goals of the organisation.
* Needed at all levels of management due to the interdependent nature of activities assigned to various departments and units and to different individuals. 

Example: This may be illustrated by reference to purchase, production and sales activities. Unless goods are produced in adequate quantities and at the proper time, supply of goods to customers cannot be undertaken by the Sales department. What is needed to be coordinated between the Production department and the Sales department is the adequacy as well as the timely production of goods. Likewise, the requirements of the production department. If purchasing operations slow down, production will suffer, which will also affect selling activities.
(Example given on similar lines may be given full credit) (3+2 marks)
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