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COMMERCE III
Principles of Management


MANAGEMENT MEANING & DEFINITION
Introduction
 A business develops in course of time with complexities. Management is not only essential to business concerns but also essential to Banks, Schools, Colleges, Hospitals, Hotels, Religious bodies etc. Every business unit has objectives of its won. These objectives can be achieved with the co-operative efforts of several personnel. As E. Demock has rightly said “the management is not a matter of pressing a button, pulling a lever, issuing orders, scanning P & L statement, promulgating rules and regulations. Rather it is the power to determine what shall happen to the personalities and happiness of entire people, the power to shape the destiny of a nation and of all the nations which make up the world “meaning of Management. 
 Management is the art of getting things done by a group of people with the effective utilization of available resources. There are various definitions given by various management gurus but simply management is the process consisting of the functions of planning, organizing, staffing, directing and controlling the operations to achieve specified objectives

DEFINITIONS OF MANAGEMENT
·  Harold Koontz defines “ Management is the art of getting things done through and with people in formally organized groups”

· Mary Parker Follet wrote “Management is the art of getting things done through people.”

·  Henri Fayol stated “To manage is to forecast and to plan, to organize, to command, to coordinate and to control.”

· Peter Drucker defines “ Management is a multi-purpose organ that manage business and   manages managers and manages workers and work” 

From the above definitions we can conclude that, Management is an individual or a group of individuals that accept responsibilities to run an organization. They plan, organize, direct and control all the essential activities of the organization. Management does not do the work themselves. They motivate others to do the work and coordinate all the work for achieving the objectives of the organization.
Management brings together all six Ms i.e. Men, Money, Machines, Materials, Methods and Markets. They use these resources for achieving the objectives of the organization such as high sales, maximum profits, business expansion, etc.

NATURE/ FEATURES/ CHARACTERISTICS OF MANAGEMENT
The main characteristics of management are as follows:
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Now let’s briefly discuss each features of management
1. Continuous and Never ending process
Management is a process. It includes four main functions Planning, Organising, Directing and Controlling. The manager has to plan and organize all the activities. He has to give proper directions to his subordinates. He also has to control all the activities. The manager has to perform these functions continuously. Therefore, management is a continuous and never ending process.

2. Getting things done through people
The managers do not do the work themselves. They get the work done through the workers. To get the work done, managers need to lead the subordinates, to communicate effectively and to motivate the subordinates. A favourable work environment should be created and maintained.

3. Result oriented 
Management is result oriented. It gives a lot of importance to result. All the activities of managers are focused on the achievement of goals or result. Management always wants to get the best results at all times. The result can be in the form of increase in market shares, increase in profits, optimum use of resources, higher efficiency etc. 

4. Multidisciplinary in Nature
Management has to get the work done through people. It has to manage people. This is a very difficult job because different people have different emotions, feelings, aspirations, etc. Similarly, the same person may have different emotions at different times. So, management is a very complex job. Therefore, management uses knowledge from many different subjects such as Economics, Information Technology, Psychology, Sociology, etc. Therefore, it is multidisciplinary in nature.

5. Group Activity
Management is not an individual activity. It is a group activity. It uses group (employees) efforts to achieve objectives. It tries to satisfy the needs and wants of a group (consumers). Management gives importance to the team and not to individuals. The combined efforts of all the mangers bring success to the organization.

6. Follows established principles or rules 
Management follows established principles, such as division of work, discipline, unity of command etc. These principles help to prevent and solve the problems in the organization.

7. Aided but not replaced by computers
Now –a – days, all managers use computers. Computers help the managers to take accurate decisions. However, computers can only help management. Computers cannot replace management. This is because management takes the final responsibilities. Thus, management is aided but not replaced by computers. 

8. Situational in Nature
Management makes plans, policies and decisions according to the situation. It changes its style according to the situation. It uses different plans, policies, and styles for different situations. Management has to take decisions depending upon the situation. This is called Situational Management.

9. Need not be an Ownership
In small organizations, management and ownership are one and the same. However, in large organization, management is separate from ownership. The managers are highly qualified professionals who are hired from outside. The owners are the shareholders of the company.

10. Both an Art and Science
Management is an art as well as a science. In practice, managing is an art. Management conducts continuous research. Therefore, it is a science. Management has characteristics of both art as well as science.

11. All pervasive
Management is all pervasive. It is applicable not only in business organizations as well as in non- business organizations. Management is necessary for running all organizations. It is also essential for running non business organizations like educational institutions, charitable trusts, religious institutions etc.

12. Management is Intangible
Management is intangible, i.e. it cannot be seen and touched, but it can be felt and realised by its results. The success or failures of management can judge only by its results. It there is good discipline, good productivity, good profits, etc. then the management is successful and vice-versa.

13. Uses a professional approach in work
Managers use a professional approach for getting the work done from their subordinates. They delegate (give) authority to their subordinates. They ask their subordinates to give suggestions for improving their work. They also encourage subordinates to take the initiative.  

14. Dynamic in nature
[bookmark: comment-form]Management is dynamic in nature. That is, management is creative and innovative. An organization will survive and succeed only if it is dynamic. It must continuously bring in new and creative ideas, new products, new ads, new marketing techniques etc.
LEVELS OF MANAGEMENT
Levels of management refer to hierarchy of management in the organization. Levels of management are created to manage the activities of the organization smoothly. This brings the division of work within the organization structure. Normally, there are three levels of management namely 
a. Top level management  
b. Middle level management 
 c. Lower level management

Diagram of levels of management
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(A) Top Level Management

It is the highest level in the managerial hierarchy.  Top level management is the final authority in the organization. It is generally occupied by the ownership group. In a joint stock company, equity shareholders are the real owners of the company. They elect their representatives known as Directors. All directors form board of directors. They manage the organization.  Besides the board, managing directors, General Manager, Chief Executive Officer, President and Vice-president also include in top management. As they help board of directors in their work.   The top level managers are answerable to the owners and responsible for overall management of the organisation. The major functions of the top level management are as under:
· To frame mission statement of organization.
· To determine the business objectives.
· To formulate business plan for the entire organization.
· To select departmental heads.
· To decide structure of organization.
· To select executives of the organization.
· To coordinate various sub-system of the organization.
· To maintain relationship with outside parties like government, trade union, trade associations, etc.

(B)Middle Level Management
Middle level management is created   to fill up the gap which exists between functional and operative level management. Middle level management consists of departmental managers, deputy managers, foreman and administrative officers etc. It is concerned with the interpretation of policies framed by top management. They act as a link between top and lower level managers. The main functions performed by these managers are as under:
· To prepare departmental plan.
· To establish departmental goals.
· To select lower level executives.
· To monitor and control the departmental performance.
· To organize resources in order to undertake departmental activities. 

(C)Lower Level Management
Lower-level management is known as supervisory management, because it is concerned mainly with personal oversight and direction of operative employees. It consists of factory supervisors, superintendents, foremen, sales supervisors, accounts officers etc. They directly guide and control the performance of   workers. Their authority is limited. They have to obey the decisions taken by the top and middle level management. They guide day to-day activities. They also represent the grievances of the workers to the higher levels of management. Supervisory management performs the following functions:
· To make plan for day to day work.
· To supervise and guide workers. 
· To maintain close personal contacts with workers.
· To ensure discipline and team work.
· To evaluate performance of the workers.
· To send reports and statements to higher authorities.
· To communicate the grievances and suggestions of workers to higher authorities.  









SKILLS OF MANAGEMENT
Skill is defined as the ability or capacity to do something, acquired through specific training. Skills are learned abilities. For example, in order to be an engineer, you need to acquire the engineering skills, or in order to become a chef, you need to acquire cooking skills. In modern business to manage the job management has become very difficult. Several skills are required to manage a large organization successfully in a dynamic environment. These skills of managers have been classified
1. Conceptual Skills
Conceptual means hypothetical or theoretical.  Conceptual skills help managers to visualize, to diagnose and to understand the various aspects of problems or situations. Conceptual skills comprise the ability to see the whole organization and the interrelationships between its parts. These skills refer to the ability to visualise the entire situation and try to find out the solutions.  Such competence is necessary for rational decision-making. It deals with the ideas. The conceptual skill is particularly necessary in top level management.  

2.  Human Skills
It refers to interpersonal skills. It means the ability of the manager to interact with the subordinates. Human skills consist of the ability to work effectively with other people both as individual and as members of a group. These are required to win cooperation of others and to build effective work teams. Such skills require a sense of feeling for others and capacity to look at things from others point of view. Human skills are reflected in the way a manager perceives his superiors, subordinates and peers. All managers at all levels need these skills because every manager deals with people. 

3. Technical Skills
Technical skills refer to the ability and knowledge in using the equipment, technique and procedures involved in performing specific tasks. These skills require specialised knowledge and proficiency in the mechanics of particular job. This skill is particularly necessary at the lower level of management. Lower level managers have to supervise the work of the employees. A supervisor is mainly directing and controlling the employees. Therefore, he needs technical skill to undertake day-to-day operations. 

Apart from above three skills manager also requires few more skills they are as follows.

4. Administrative Skills
Top level manager needs to be good administrator.  As top level managers are managing the organization, they need to have administrative skills.  Administrative skills mean skills to get work done from others. In administrative skills mangers need to frame plans and policies.  They need to coordinate activities and achieve goals. 

5.  Diagnostic Skills
Diagnostic Skills means analytical skills. It includes the ability to analysis and examines the nature and circumstances of particular conditions. It is not only the ability to specify why something happened but also the ability to develop certain possible outcomes. It is the ability to cut through unimportant aspects and quickly get to the heart of the problem. Diagnostic skills are probably the most difficult ones to develop because they require the proper combination of analytic ability with commonsense and intelligence. 

6. Leadership Skills
A manager must be good leader. He should lead and motivate his subordinates. Every manager needs to have leadership qualities. They should follow right leadership style depending upon the situations. 

7. Communication Skills
Managers need to be effective communicators. They should know what to communicate, whom to communicate, when to communicate and how to communicate. Effective communication skill helps the manager to share information with subordinates and get suitable suggestions from them. 

8. Decision Making Skills
All managers at all levels need to take decisions. Manager needs to develops alternative solutions of the problems and select the best one. Manager has to take quick and balance decisions. 



14 FUNDAMENATL PRINCIPLES OF MANAGEMENT GIVEN BY HENRY FAYOL

Henry Fayol, a famous industrialist of France, has described fourteen principles of management in his book ‘General and Industrial Management’. The fourteen principles given by Fayol are as under
1. Division of Work
According to this principle of Fayol as far as possible the whole work should be divided into different parts. Each individual should be assigned only part of the work. The work should be assigned to different employees, as per their capacities, skills and interests. If a manager is turned to work on the same kind of activities for a long period of time, he will certainly be an expert in his particular job. Fayol says division of work leads to spcialisation. 

2. Authority and Responsibility
Authority means the power to take decisions and responsibility means the obligations for accepting authority. Fayol stressed that there should be a balance between authority and responsibility. Authority and responsibility always go hand in hand. When a person is given the authority, he should be held responsible for the same task. If the manager is given the authority to complete a task within a given time, he should be held responsible if he does not do that in time.

3. Discipline
Discipline means obedience, respect for authority and observance of established rules. Discipline is essential for any successful work performance. Discipline needs to flow from top to lower level in the organization. Employees must obey and respect the rules of the organization. For effective discipline there must be a clear understanding between the management and workers regarding the organizations rules.

4. Unity of Command
According to the principle of unity of command, every employee should receive orders from one superior (boss) only. This is applicable from top management to bottom. The principle of unity of command tries to avoid confusion. If an employee receives orders from more than one superior he will be confused and will not be able to complete the work on time.

5. Unity of Direction
Unity of direction means same directions to all employees doing similar job. There should be one head for one plan. The group of employees should be directed by one manager using one plan. In other words, there should be one plan of action for a group of activities having the same objectives.

6. Subordination of Interest
According to this principle, the interest of the organization is above individual interest. Every employee should work in the interest of the organization and not for their own self interest. For example, if a manager takes some decision which harms him personally but results in a great profit to the company, he should give priority to the interest of the company and take the decision accordingly.

7. Remuneration to Employees
This principle states that the employees must be paid a fair wages for their services. Wages and salaries must be paid on time. While paying remuneration the skill, expertise, knowledge, cost of living, etc. of the employees should be considered. 

8. Centralisation
Centralisation refers to the concentration of power or authority. Acording to this principle, there must be a proper balance between centralization and decentralization in the organization.  The superior should adopt effective centralization instead of complete centralization and complete decentralization. 

9. Scalar Chain
It refers to formal line of authority which moves from top level to the lower level. It means each communication must move from top to bottom. Fayol states scalar chain must be followed in a strict manner. But scalar chain can be broken if situation so demands for the interest of the organization. It is called as ‘Gang plank’. Gang plank means cross communication i. e. not following the chain. It avoids delays. 

10. Order
According to the principle of order, a right person should be placed at the right job and a right thing should be placed at the right place. It means there must be proper arrangement of people and material in the organization. This principle gives important to proper utilization of physical and human resources.

11. Equity
Equity means social justice and not equality. This principle is about fair and equal treatment to all employees. Managers should be kind and fair to their subordinates. There should not be ant discrimination between the employees. As far as possible there should be equal division of work. This avoids conflicts in the organization. 

12. Stability of Personnel
It means job security. While appointing an employee the manager should assure the stability of tenure or job security to the employees. This creates sense of belonging among the employees. Employees should be made permanent. But at the sometime, incompetent and inefficient employees must be removed. 

13. Initiative
Initiative means taking first step. It also means thinking of new ideas. According to this principle manager should encourage the employees to take initiative. The manager should welcome new ideas of the subordinates. This will enhance the moral of the subordinates. It also creates sense of belonging about the organization in the mind of the employees. 

14. Esprit de corps
Esprit de corps means union is strength. The manager should create team spirit among the employees. It improves loyalty, dedication and moral among the employees. Manager should build sense of togetherness among the employees. 
PLANNNING:  MEANING & DEFINITION
Introduction
Planning is the fundamental and important function of management. Planning is the primary function of management. It is a process of setting goals and choosing the means to achieve these goals. A plan is a predetermined course of action to achieve a specified goal. Planning is deciding in advance what is to be done, when where, how and by whom it is to be done. Planning bridges the gap from where we are to where we want to go.

Planning is the starting point of management. All other functions of management are related to and dependent on planning function. It helps to visualize the future problems and keeps the management ready with possible solutions. 

 Planning involves selecting mission and objectives and the action to achieve them. Planning requires decision making to choose from available future course of action. Planning is necessary to ensure proper utilization of human and non-human resources. 

DEFINITIONS OF PLANNING
·   Koontz and O’Donnell defines “Planning is deciding in advance what to do, how to do it, when to do it and who is to do it.”

· James Stoner wrote “Planning is the process of establishing goals and a suitable course of action for achieving those goals.”

·  George Terry stated “Planning is the selecting and relating of facts and the making and using of assumptions regarding the future in the visualization and formulation of purposed activities believed necessary to achieve desired results.”

· According to Billy E. Goetz, "Planning is fundamentally choosing and a planning problem arises when an alternative course of action is discovered."

NATURE/ FEATURES/ CHARACTERISTICS OF PLANNING
The main characteristics of planning are as follows:

1. Primary Function
Planning is primary and basic function of management. Planning lays foundation for other functions of management. It acts as a base to other functions of management. It serves as a guide for organizing, staffing, directing, co-coordinating, controlling, etc. All the functions of management are performed within the framework of plans laid out. 

2. Intellectual Process
Planning is an intellectual process. It involves intelligence, imagination and creative thinking. Planning is a mental exercise involving creative thinking, sound judgment and imagination. It is not a mere guesswork but a rotational thinking. A manager can prepare sound plans only if he has sound judgment, foresight and imagination. Planning is always based on goals, facts and considered estimates.

3. Result oriented 
Planning is made to achieve desired objective of business. Planning identifies the action that would lead to desired goals quickly & economically. It provides the desired direction for achievement of goals.  Planning becomes meaningless if it is not related to clearly defined objectives. 

4. Future Oriented
Planning is future oriented. It is always done by keeping in mind the future needs. A good planner needs to think about future, analyse it and predict it. Thus planning is based on forecasting. A plan is a synthesis of forecast. It is a mental predisposition for things to happen in future. 

5. Continuous Process
Planning is a never ending function due to the dynamic business environment. Plans are also prepared for specific period of time and at the end of that period, plans are subjected to revaluation and review in the light of new requirements and changing conditions. Planning never comes into end till the enterprise exists issues, problems may keep cropping up and they have to be tackled by planning effectively. 

6. All Pervasive
Planning is required at all levels of management and in all departments of enterprise. Of course, the scope of planning may differ from one level to another. The top level may be more concerned about planning the organization as a whole.  The middle level may be more specific in departmental plans and the lower level plans implementation of the same. 

7. Link between past, present and future
Planning is always for the future period but it is based on the past experience. It acts as a link between the past, present and future. It prepares plans for the future under the present situation. 

8. Involves options and Decision Making
Planning essentially involves options among various alternatives but there can be only one suitable option among the available alternatives. A manager has to take a decision and select the best option depending upon requirement and available resources in the organization. Decision making is an integral and inseparable part of planning. 

9. Designed for efficiency 
Planning leads to accomplishment of objectives at the minimum possible cost. It avoids wastage of resources and ensures adequate and optimum utilization of resources. A plan is worthless or useless if it does not value the cost incurred on it. Therefore planning must lead to saving of time, effort and money. Planning leads to proper utilization of men, money, materials, methods and machines. 

10. Basis of Control
Planning and controlling are two sides of the same coin. Both are closely related to each other. Without the basis of planning, controlling activities become baseless and without controlling, planning becomes a meaningless exercise. Planning precedes controlling and controlling succeeds planning. 

IMPORTANCE OF PLANNNING
Planning is one of the most important and crucial functions of management. It acts as base for the achievement of organizational goals. Importance of planning is as follows 
1. Reduction of Uncertainty
Future is always full of uncertainties. A business organisation has to function in these uncertainties. It can operate successfully if it is able to predict the uncertainties.  Some of the uncertainties can be predicted by undertaking systematic forecasting. Thus, planning helps in foreseeing uncertainties which may be caused by changes in technology, fashion and taste of people, government rules and regulations, etc.

2. Provides Direction
A proper plan always gives proper direction for the achievement towards the desired goals. A manager can give proper direction to his subordinates only with the help of proper planning. Clear directions can be given to the subordinates at the right time and work can be completed on time. Planning always helps to perform all the activities in smooth and systematic manner. 

3. Better Utilization of Resources
An important advantage of planning is that it makes effective and proper utilization of enterprise resources. Effective planning leads to proper allocation of resources for various activities. This helps to generate higher efficiency. 

4. Focus on Objectives
Planning is goal oriented. Planning is made to achieve desired objective of business. It makes objectives more clear and specific. Planning identifies the action that would lead to desired goals quickly & economically. It provides the desired direction for achievement of goals.  Planning becomes meaningless if it is not related to clearly defined objectives. 

5. Encourage Innovation
Planning helps innovative and creative thinking among the managers. In planning process manager gets opportunities to come out with new and better ideas in order to achieve objectives.  It creates a forward-looking attitude among the managers. The innovative ideas give best result to the organization. 

6. Increase Efficiency
Good planning leads to proper and efficient working of the employees in an organization. Plans are efficient if they achieve their purpose at a reasonable cost. Planning enables optimum utilization of resources. The optimum use of resources helps the organization to achieve highest returns at lowest cost. 

7. Improve Moral of Employees
Planning brings order and discipline in an organization. Employees know in advance as to what is expected from them and how to achieve that. This helps them to bring the best in their performance and also brings healthy attitude towards work, which in turn boost the confidence, moral and efficiency in them.

8. Facilitates Organising
Planning facilitates organizing. It helps manager to organize the resources properly. Due to planning it is possible for him to arrange resources in advance in order to achieve the planned target. Sometimes manager may make arrangement for additional resources. It avoids shortage of resources. 

9. Facilitates  Decision Making
In planning process manger frames alternative plans. After proper analyses of all plans manager selects the best plan. A manager has to take a decision and select the best option depending upon requirement and available resources in the organization. Decision making is an integral and inseparable part of planning. 

10. Facilitates Coordination
Planning facilitates coordination. Top management plans for whole organization and middle level management make departmental plans. The plan of one department is coordinated with the plans of all other departments. The top level coordinates the plans of middle level and lower level. It brings unity among the activities in the organization.

11. Facilitates Controlling
Planning and controlling are two sides of the same coin. Both are closely related to each other. Without the basis of planning, controlling activities become baseless and without controlling, planning becomes a meaningless exercise. Planning precedes controlling and controlling succeeds planning. An effective controlling is possible with effective planning.


LIMITATIONS OF PLANNNING
         Following are the limitations of planning.
1. Costly Process
Planning involves too much expenditure. Money and effort both are required in planning. Planning includes collecting information, data forecasting and evaluation of alternatives. It requires salary and allowances to the experts in the process of providing services.   So, planning has been accepted as costly process by small and medium size organization.

2. Time Consuming
 Planning is the time consuming process. It delays the business activity to come in action. In the process, there is a need to collect and analyse data before framing plans. There may be a need to get approval from higher authority. Planning may create problem to the organization where immediate action has to be made. So in such situation planning is not suitable. 

3. More Paper Work
Planning involves lots of paper work. Many times plans are drawn and re-drawn. Necessary report is also made and collected from the subordinates. Similarly, paper work is also involved in taking approval from the top management. 

4. Reduces Creativity              
Under planning all the activities are connected with the achievement of pre-determined objectives of the organization. Everybody works as they have been directed to do and as it has been made clear in the plans.  They do not think about appropriate ways of discovering new alternatives. Planning strangulates the initiative of the employees. 

5. Delay in Action
Planning requires some time for thinking, , analyzing the situation and designing the final plan. When emergency decision is required it will take time and business will lose its opportunity. Moreover delay in decision will further delay the action. 


6. Limited Practical Value
Planning is too much theoretical and has a less practical use. Planning is more suitable when environment is suitable. But due to unsuitability of environment business has to take various quick steps/decision. It may increase the requirement of resources and time. 

7. Improper Plan
In planning there may be problem of over-targeting or under targeting.  Over targeting mean framing plan with higher targets and under targeting means framing plan with lower targets. Both over targeting and under targeting are the situation of improper planning. Lower target will be easily achieved and manager will feel false sense of security. On the other hand over planned target beyond resources cannot be achieved even all the efforts.

8. Lack of Accuracy
There is lack of proper accuracy in planning. Planning is based on future & future is always uncertain & unpredictable. What will occur tomorrow we can’t say with certainty. Secondly, to make accurate plan reliable data and accurate prediction is too necessary. In the absence of reliable data & accurate prediction, there is chance of business loss and failure. On the whole it is clear that there is lack of proper accuracy in planning.


9. Difficulty in the Selection of the best Alternative
It is one of the greatest demerits of planning. Infect, planning provides a large number of alternatives to organization to perform its events or activities in the best form. But it is not possible for organization to select the best alternative among the various alternatives because organization has no clear idea about the best alternatives, due to large appearance of alternative courses


PLANNING PROCESS
 Planning is one of great importance to an organization. The entire process of planning should be carried out in a systematic manner.The planning process involves the following steps: 
1. Determination of the objectives
 The first step in planning is to identify certain objectives. The objectives set must clearly indicate what is to be achieved, where action should take place, who should perform it and when it is to be accomplished. The objectives should be established for the entire organisation and for each and every department. Planning has no utility if it is not related to certain objectives.

2. SWOT Analysis
SWOT analysis means to study Strengths, Weaknesses, Opportunities and Threats in the business. Before making plan, SWOT analysis has to be done. Internal environment and external environment must study properly.  The internal environment consists of manpower, materials, management-labour relations etc. External environment consists of government policies, competitions, consumer’s preferences etc. 

3. Development Of Planning Premises
 The next step is the establishment of planning premises. Planning premises are the assumptions and predictions about the future. The assumptions are the basis of planning. Forecasting is important in premising. It helps in making realistic assumptions about sales, costs, prices, products etc in future. This requires a collection of data on present trends and future possibilities. 

4. Framing Alternative Plans
The next logical step in planning is to determine and evaluate alternative courses of action. There are alternate plans available for the achievement of the objectives. The manager should try to find out all the possible alternatives. At the time of developing alternatives he should screen out most viable alternatives. So he has to analyse in detail a limited number of alternatives.

5. Evaluation of Alternatives              
Next step is to evaluate available alternatives. Alternatives are to be evaluated in terms of costs, benefits, risks, etc. One alternative may appear profitable but require heavy cash outlay whereas the other alternative is less profitable but involve more risk. Manyquantitative techniques are available to evaluate alternatives. Evaluation of alternatives helps the planner to select suitable plan of action.

6. Selecting Best Alternative
The sixth step in planning is selecting a course of action from among alternatives. In fact, it is the point of decision-making. After evaluating the various alternatives the best alternative which gives more benefits should be selected for implementation.

7. Formulating Derivative Plans
To make any planning process complete the final step is to formulate derivative plans to give effect to and support the basic plan. For example, if Indian Airlines decide to run Jumbo Jets between Delhi an Patna, obliviously, a number of derivative plans have to be framed to support the decision, e.g., a staffing plan, operating plans for fuelling, maintenance, stores purchase, etc.  Each manager and department of the organisation is to contribute to the accomplishment of the master plan on the basis of the derivative plans.

8. Establishing Sequence of Activities
Timing and sequence of activities are determined after formulating basic and derivative plans, so that plans may be put into action.  The starting and finishing times are fixed for each piece of work, so as to indicate when and  within what time that work is to be commenced and completed. To maintain a smooth flow of work, the sequence of operation must be decided. 

9. Implementation
The plan should be communicated to all persons concerned in the organisation. Its objectives and course of action must be clearly defined leaving no ambiguity in the minds of those who are responsible for its execution. Planning is effective only when the persons involved work in a team spirit and all are committed to the objectives, policies, programmes, strategies envisaged in the plan.

10. Follow-up
It is also required to see whether the plan is working well in the present situation. If conditions have changed, the current plan has become outdated or inoperative it should be replaced by another plan. A regular follow-up is necessary and desirable from effective implementation and accomplishment of objectives. 
DECISION-MAKING:  MEANING & DEFINITION
Introduction
Decision-making is an essential aspect of modern management. It is a primary function of management. A manager's major job is sound/rational decision-making. He takes hundreds of decisions consciously and subconsciously. Decision-making is the key part of manager's activities. Decisions are important as they determine both managerial and organizational actions.  It represents a well-balanced judgment and a commitment to action.
It is rightly said that the first important function of management is to take decisions on problems and situations. Decision-making pervades all managerial actions. It is a continuous process. Decision-making is an indispensable component of the management process itself.

DEFINITIONS OF DECISION-MAKING
·   Haynes and Massie defines “A decision is a course of action which is consciously chosen for achieving a desired result”

· The Oxford Dictionary defines the term decision making as “the action of carrying out or carrying into effect.”

· According to James Stoner, “Decision making is the process of identifying and selecting a course of action to solve a specific problem.”

· Trewartha and Newport defines, “Decision making involves the selection of a course of action from among two or more possible alternatives in order to arrive at a solution for a given problem.”

NATURE/ FEATURES/ CHARACTERISTICS OF DECISION-MAKING
The main characteristics of decision-making are as follows:

1. Selective Process
Decision-making is fundamentally choosing between the alternatives. It is the process of selecting a course of action from among many alternatives to solve problems. Managers have to consider the various factors before selecting a course of action. These factors involve nature of organization, existing working environment, objectives of the organization, time factors and so on.
2. Mental/intellectual activity: Decision-making is a mental as well as intellectual activity/process and requires knowledge, skills, experience and maturity on the part of decision-maker. It is essentially a human activity.

3.  Goal Oriented Process
Decision making focuses on the organizational objectives. In course of functioning many problems may arise in the organization. The management has to solve all the problems in proper time and also in a systematic manner by considering organizational goals. Thus, right decision at the right time contributes to achieve predetermined objectives within the defined time and standard.

4. Continuous Process
Decision making is a continuous process. It is existence till the end of the organization. In the course of regular performance, many problems may arise in different time and situation. Managers have to solve those problems in proper time.  It is a never ending activity in business management.

5. All pervasive.
Decision-making process is all pervasive. This means managers working at all levels have to take decisions on matters within their authority. This function is performed by managers at all levels though the nature of decisions may differ from one level to another. 

6. Dynamic Process 
 Decision-making is dynamic process. Decision making is always related to the situation or the environment. It is essential to consider time factor and existing environment, whenever any course of action is taken for implementation. A manager may take one decision in a particular situation and an opposite decision in a different situation. Managers have to consider future environments, which may affect future activities. 

7. Positive Or Negative Impact
A course of action may either have positive or negative impact on organizational performance. Managers have to consider, as far as possible, the positive impact of the action before coming to a decision.
8. Time-consuming activity
Decision-making is a time-consuming activity as various aspects need careful consideration before taking final decision. For decision makers, various steps are required to be completed. This makes decision-making a time consuming activity.

9. Needs effective communication
Decision-taken needs to be communicated to all concerned parties for suitable follow-up actions. Decisions taken will remain on paper if they are not communicated to concerned persons. Following actions will not be possible in the absence of effective communication.


DECISION-MAKING PROCESS
Decision-making involves a number of steps which need to be taken in a logical manner. This is treated as a rational or scientific 'decision-making process' which is lengthy and time consuming. Following are the important steps of decision-making
1. Identification of Problem 
Identification of the problem is the first step in the process of decision-making.It is rightly said that a problem well-defined is a problem half-solved. Information relevant to the problem should be gathered so that critical analysis of the problem is possible. This is how the problem can be diagnosed. Clear distinction should be made between the problem and the symptoms which may cloud the real issue.

2. Analyzing the Problem
After defining the problem, the next step in the decision-making process is to analyze the problem in depth. In this step, the problem is thoroughly analysed. This is necessary to classify the problem in order to know who must take the decision and who must be informed about the decision taken. Various factors have to be considered like impact of decision, practical implementation, uniqueness of decision etc.

3. Colleting Relevant Data 
After defining the problem and analyzing its nature, the next step is to obtain the relevant information/ data about it. Due to new development in the field of information technology lots of information is available in the business world.  All available information should be utilised fully for analysis of the problem. This brings clarity to all aspects of the problem.
4. Framing Alternative Solutions
After the problem has been defined and analyzed on the basis of relevant information, the manager has to develop alternative solutions that could be used to solve the problem.  Only realistic alternatives should be considered. If necessary, group participation techniques may be used while developing alternative solutions.

5. Evaluation of Alternatives              
Next step is to evaluate available alternatives. Alternatives are to be evaluated in terms of costs, benefits, risks, etc. One alternative may appear profitable but require heavy cash outlay whereas the other alternative is less profitable but involve more risk. Manyquantitative techniques are available to evaluate alternatives. Evaluation of alternatives helps the manager to select decision. 

6. Selecting Best Alternative
The sixth step in decision making is selecting the best decision among available alternatives. After evaluating the various alternatives the best alternative which gives more benefits should be selected for implementation.

7. Implementation
After the selection of the best decision, the next step is to convert the selected decision into an effective action. Without such action, the decision will remain merely a declaration of good intentions. Here, the manager has to convert 'his decision into 'their decision' through his leadership. For this, the subordinates should be taken in confidence and they should be convinced about the correctness of the decision. 


8. Follow-up
Feedback is the last step in the decision-making process. It is also required to see whether the decision implemented is solving the problem or not.  Feedback is possible in the form of organised information, reports and personal observations. Feed back is necessary to decide whether the decision already taken should be continued or be modified in the light of changed conditions.
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Features of Management

1. Continuous and Never Ending Process.

2. Art of Getting Work Done from People.

3.Ts Result-Oriented.

4. Multidisciplinary in Nature.

5. Group and Not an Individual Activity.

6. Follows Established Principles or Rules.

7. Aided but Not Replaced by Computers.

8. Situational in Nature.

9. Separate from Ownership.

10. Both an Art as well as a Science.

11.Is All Pervasive.

12. Intangible but its Impact is Felt.

13. Uses a Professional Approach in Work.

14. Dynamic in Nature.
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