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UNIT 1

Nature and Significance of Management

(1 mark questions)

1. What is meant by the term Management?

Ans.: Management is the process of conducting a set of function (planning, organizing, staffing, directing and controlling) to get the work done in an efficient and effecting manner.

2. Why is it said that management is all pervasive?

Ans.: Because it is needed in all spheres say-business and non business organization.

3. In an organization employees are happy and satisfied (there is no chaos and affect of   management is noticeable .which characteristic of management is highlighted by this statement?

Ans.: Management is an intangible force.

4. Name the process of working with and through others to effectively achieve organization objectives by efficiently using its limited resources in the changing environment?

Ans.: Management.

5. In order to be successful an organization must change its goals according Management to the needs of the environment. Which characteristic of Management is highlight in the statement?

Ans.: Management is dynamic.

6. Give any two characteristics of Management?

Ans.: (I) Management is goal – oriented process.

          (II) Management is all pervasive.

7. To meet the objectives of the firm the Management of BPL ltd.  It offers employment to physically challenged person. Identify the organization and objective it is trying to achieve?

Ans.: It is social objective.

8. Management is a soft science. How?

Ans.: Management is a soft science as its principles are not very rigid.

9. Why is coordination  known as essence of Management?

Ans.: Because it is not a separate function of Management rather it forms a major part of all the other functions of Management.

10. Name two features of profession which are not available in Management?

Ans.: (I) Restricted entry 

       (II) Ethical code of conduct.

11. The Management principles can be applied to all types of activities? Which characteristic of Management is highlighted by this statement?

Ans.: Management is all pervasive.

(3/4 marks questions)
1. Enumerate any three functions of top level Management?

Ans.: (I) Determining objectives Top-level Management sets objectives for the organization. For ex. objective can be set that in the following year the sale of the company has to cross Rs.1000 crore.

       (II) Determining Polices: - Only at this level polices related to the realization of objectives are formed. For ex. It can be a sales policy of a company to just make cash sales.

     (III) Assembling Resources: - Needed resources are assembled for the realization of an objective like capital, raw-material, fixed assets, etc.

2. Enumerate any three functions of middle level Management

Ans.: (I) Interpreting Policies: - At this level, polices formed by top level mgt. are interpreted. Like the marketing managers introduces his salesman to the sales policy of the company that at no cost credit sales will be made.

       (II) Appointing Employees: - Every departmental manager appoints employees to fulfill the activities of his department.

     (III) Issuing Instructions: - Departmental managers direct their subordinates about what to do and how they have to do. Needful resources are made available to the subordinates so that they can do the assigned jobs intermittently. 

3. State any three functions of lower level Management?

Ans.: (I) Submitting Workers Grievances: - Lower level Management is in direct contact with the workmen employees. They submit serious problems of workers to middle level management otherwise they sort out the ordinary problems themselves.

       (II) Ensuring safety of workers: - Probability to accidents can be annulled by building fences around machines.

     (III) Inviting suggestions: - They invite suggestions from their subordinates as to how the quality of work can be improved.

4. Write short note on Management as a profession?

Ans.: Under profession a man after training and long experience acquires proficiency with which he impartially serves different sections of society. As Management satisfies some of the conditions for being a profession like-   profession like-body of specialized knowledge and techniques. formalized  methods of acquiring training and experience, priority  to the feeling of service but the other characteristic like representative profession association and code of conduct have still not developed adequately. Its recognisation as a profession will increase in accordance with the pace of its development 

Q5 Differentiate between Efficiency & Effectiveness: 
Ans.:Efficiency refers to the relationship between inputs and outputs.  If we produce more from the given inputs, our efficiency is increased.  Or if we produce the same from less input, again our efficiency is increased.  And it is only possible when a manager avoids the wastage of scarce resources.

Effectiveness refers to the successful consummation of activities so that organizational goals are achieved.  When a manager attains goals, we say he/she is effective.  It meAns. effectiveness is adjudged merely on the basis of the attainment of goals irrespective of the fact how much cost is incurred in their fulfillment.
5. Explain in brief, “Management” as a group of people having managerial responsibility for an enterprise?

Ans. : In the context of Management, the word “group” is used in two different contexts; firstly. It refers to the group of people who are actually doing the work and are being managed and secondly, to the group of people who are actually perform the activity of Management i.e. the mangers. In this discussion by ‘group’ we simply to the group of people who perform the work of mgt. acc. to this description of mgt, the activity of Management is not carried out by any 1 person but rather it is collectivity carried out by a group of persons. 

 6.   Explain in brief ‘Management’ as an activity?

Ans.. A few Management experts have defined Management as an ‘activity.’ The word activity implies doing something, for ex. Reading, writing,

Running, swimming etc, are all activities. In the same manner, it can also be said that Management is not a person or a group of persons, rather Management is an activity therefore, the activity of Management aims to get a specific task accomplished.

7.  Explain in brief. “Management” as a process.

Ans.:a process meAns. a definite system of functioning. This appear to be true so far as Management is concerned because a manager, at  Whatever level of Management he may happen to be, has to perform the function of Management in a sequence, i.e. planning, organizing, staffing directing and controlling.          

(5/6marks questions)

 Q 1 .What is meant by management? Explain any four characteristics.

      Ans. Management is the process of conducting a set of functions (planning, organizing, staffing,      

     directing and controlling) to get the work done in an efficient and effective manner.

     Characteristics of Management:- following are the main features of Management:

(i) Management is goal oriented Process:- No goal in the hand no need of management. In other words, we need management when we have some goals to be achieved. A manager on the basis of his knowledge and experiences tries to achieve the goals which are already decided.

(ii) Management is all pervasive- Anything minus management is nothing or zero. Here by anything we mean all types of activities- business and non-business. If we deduct management out of these activities, the result will be failure or zero.

(iii) Management is a group activity- it meAns. that it is not a single person who consummates all the activities of an organization but it is always a group of persons. Hence management is a group effort.

(iv) Management is an Intangible force- Management is that power which cannot be seen. It can only be felt. If any organization is heading toward higher levels of achievement, it signifies an existence of good management & vice – versa.

Q.2 ‘Anything minus Management is zero’. Explain the importance of management in the light of this 
       statement.

Ans..Not only in the field of business but in other field also, has management come to occupy an important place. In this reference, it is said that anything minus management is nothing. The following facts clearly highlight the importance of management.

(i) Management helps in achieving Group goals:  it is the most important characteristics of management that it is goal oriented activity. A manager achieves these goals by giving proper direction to the efforts of all individuals.

(ii) Management increases efficiency: a manager increases efficiency through optimum utilization of all the resources, such as Man, Machine, Material and money.

(iii) Management creates a Dynamic Organization: to face the changing environment many changes need to be made in the organization as well. But people resist changes,. Manager creates a favorable environment through introducing employees to the benefits arising by adapting changes.

(iv) Management helps in achieving Personal Objectives: every employee wants to get suitable remuneration a share in profit, participation in management etc, in the form of personal objectives. A manager motivates and leads his team in such a manner that individual members are able to achieve personal goals while contributing to the overall organization objectives.

(v) Management helps in the Development of Society- Management has some responsibility towards society. Managers by fulfilling their social responsibilities help in the development of society. These responsibilities are to provide employment opportunities to prevent environment from getting pollution, to make available good quality products at a reasonable price, etc. 

Q.3. “Management is a science like physics or chemistry”. Do you agree with this statement? Give   reasons in support of your Ans.wer.

Ans..This statement is wrong. Although management can be called science but not as an exact or pure science like physics or chemistry.

It is important to apply the characteristics of science to management in order to find out whether management is a science or not. Following are the main points:

(i) Systematized Body of Knowledge: it is necessary for science to be a systematized body of knowledge. Management is also a systematized body of knowledge because it has its own theory and principle which are developed by the management experts after years of research. 

(ii) Principle Based on Experiments: after applying this characteristics of science to mgt, we find that development of mgt, took year for the collection of  facts, their analysis and experiment .

(iii) Universal validity- scientific principal are based on truth and they can be applied at every time and every situation. In the field of management and principles of management are considered to be based on truth and they too can be applied anywhere and in every situation.

Conclusion- the subject matter of management is human being who is an intelligent and sensitive being and whose behavior or conduct changes according to the changing situations. Therefore, no permanent principles like the principles of physics and chemistry can be enunciated in relation to his conduct or behaviour. Clearly the science of management cannot be called a pure science but it should be described as an Applied Science.

Q.4. Test the fact that “Management is an Art”?

Whether Management is an art or not will be known by the application of the characteristic of art in mgt., description of which is as under.

(i) Existence of theoretical knowledge: - Art is always based on certain theory of knowledge.   On the basis of this knowledge one can understand how a particular work can be accomplished.  In this context Management is an art as a lot of literature available in various areas of Management 
(ii) Personalized Application: - The use of available the theoretical knowledge is found in varying degree different person. For ex- 2 teacher, to players will always differ in performing their jobs. Management processes the  features of art too there are various principles of management as developed by   management experts. Managers apply there principles differently depending on their  levels of knowledge.                                                                 

(iii) Based on practice and creativity:- just as art can the embellished with the help  

      Of practice in the same way managerial skills also improves with practice. 

       Every manager has a desire to become a complete expert in  this field. They can               

        Fulfill his desire by continuous practice.

        The above analysis clearly establishes that management possesses all the characteristic of art          

        and on this very base it has been accepted as on art.

Q.5. Discuss the functions of Management in brief?

 Following are the functions of Management.-

(a) Planning – It refers to thinking before hand. Under this it is decided- what is to be done? How it is to be done when it is be done and by whom it is be done 

(b) Organizing- it refers to harmonious adjustment of various elements to achieve common objectives. It involves determining activities needed to achieve the objectives, grouping these activities into depts., assigning such group of activities to managers & defining the interrelationship among various posts so that ambiguity in performance of duties can be eliminated.

(c) Staffing- It refers to filling & keeping filled the posts with people. It ensures that competent persons are appointed. The chief activities undertaken in it are recruitment, selection, training, promotion, trAns.fers, etc.

    Q. 6 What do you mean by coordination? Discuss its nature.

Ans..Coordination is a process to establish harmony among the different activities of an organization, so that the desired objectives can be achieved. 

Nature of coordination:  Definitions of coordination present the following facts about its nature.

(1) Coordination integrates group effort:  the need for coordination is felt when group effort is needed for the accomplishment of an objective.  In short, it can be said that coordination is related to group effort and not individual effort.

(2) Coordination ensures unity of action: the nature of coordination is of creating unity in action.  It meAns. during coordination process an effort is made to create unity among the various activities of an organization.  

(3) Coordination is a continuous process:  it is not a job which can be performed once and for all, but its need is felt at every step.  

(4) Coordination is an all-pervasive function: Pervasiveness refers to that truth which is applicable to all spheres (business and non-business organizations).  Like making of time-table in an educational institution is an apt example of establishing coordination. 

(5) Coordination is a deliberate function:  coordination is never established by itself but it is a deliberate effort.  Only cooperation is not suffice but coordination is also needed.  For example, a teacher aspires to teach effectively (this is cooperation) but the time table is not prepared in the school (this is lack of coordination). 

Unit 2
Principles of Management

Very short questions (1 mark)
1. What is meant by Management principles?
Ans. Management principles are those basic truths which have the ability to predict the result of the managerial activities.

2. How are the principles derived?

Ans. Observation and Experimentation

3. Why are the Principles called contingent?
Ans.   because they are affected by situations.

4. State two features of Principles 

Ans. a) Universal Applicability

        b) General guidelines.

5.State one violating effect of the principle of ‘Division of work’

Ans. Lack of specialization.

6. State one positive effect of the principle of ‘Unity of command’

Ans. Avoidance of confusion leading to efficiency.

7. State the principle of ‘order’

Ans. Proper placement of things and persons is called order.

 8. State two features of scientific management

Ans. a) It is a systematic approach

       b) It brings complete mental change.

9.  State the technique of scientific management which is the strong motivator for a worker to reach standard performance

Ans.  Differential piece wage system.

10. What is the job of ‘speed boss’ under Functional foremenship.

Ans. his job is to ensure that the workers are performing their jobs at the required speed.

11. What is meant by Simplification as a technique of scientific management

Ans. Simplification refers to putting an end to unnecessary types,qualities,sizes etc.

12. What is the main objective of ‘Time study’

Ans. Time study aims at determination of standard time , to determine the labour cost and to create time management among the employees.

13. Distinguish between contribution made by Fayol and Taylor on the basis of applicability.

Ans. fayols principles are applied universally as they are general in nature whereas Taylors principles are specific as they are scientific in nature.

14. What is meant by ‘Mental revolution’

Ans. It calls for a change in the mental outlook of both, the employees and the management .

15.What is the aim of motion study?
Ans. It aims at eliminating unproductive movements of the employees at work.

SHORT QUESTIONS (3/ 4 mks)

1. Explain the principles of scientific management.

Ans. a) use of science, not rule by thumb : As per taylor the work /task should not be performed by ‘hit or miss’ method, rather a logical and a rationale approach should be followed in each and every element of work.

b) Harmony , not discord : As per this principle, there should be harmony between the management and the employees, for which y=there should be mental rvolution. Both the parties should realize each others importance and work towards the profits of the firm. Conflicts should be avoided.

c) Cooperation , not individualism : According to this principle, all the activities in the firm should be carried out by the mutual cooperation of one and all. Managers and employees should jointly determine standards and take measures to achieve them.

d)Development of each and every person to his/her greatest efficiency/prosperity : As per this principle each and every employee should be given importance, their efficiency should be taken care of right from the beginning, proper training to be given to increase and enhance their future prospect.

2. Discuss the following techniques of scientific management:

a) Fatigue study     b) Method study

Ans.. Fatigue study : It refers to the duration and frequency of rest intervals to complete a particular job. The rest refreshes the workers. They work again with full energy and stamina. Long working hours, poor working conditions, unsuitable workcan also be the causes of fatigue. It should be reduced.

b) Method study : It refers to identify the most suitable, economical way of doing a particular activity. To conduct this study, process chart, operation research technique can be used. The main objective is to minimize the cost of production and maximize the quality of the work.

3. Which technique of scientific management suggest that each worker should be supervised by specialists? Give the names of two designations of any two types of specialist.

Ans.. Functional foremenship advocated the need of specialists. The two designations are :

 a) Gang boss : The group leader is called gang boss. He is expected to ensure that both the machines and the workers are fit enough for production and the material required by them is available.

b) Repair boss : The main function of the repair boss is to keep the machines and tools in working condition.

4. Distinguish between Time study and Motion study

	Time study
	Motion study

	a) It is an art of observing, studying and recording time required to perform every job.
	It is the study of the total movements of the workers when they do the job.

	b) It is conducted with the help of stop watch
	It is conducted with the help of movie camera.

	c) It is conducted to determine the standard time for a particular job.
	It is conducted to eliminate unnecessary and unproductive movements/motions of the employees at work.


5. Write a brief note on ‘Discipline’ as a principle of management.

Ans.. Discipline is essential for any successful work performance. Fayol considers discipline to mean obedience, respect for authority, and observance of established rules. Disciple is to be followed at all the levels of management. Fines and penalties should be imposed if they are not followed. A Manager can present a good example to his subordinated by being in discipline himself. 

6. Distinguish between Unity of command and Unity of Direction

	Unity of command
	Unity of Direction 

	This principle insists on one boss on one subordinate.
	It insists on’one head one plan’

	The main purpose is to avoid confusion and fix up the responsibility.
	The main purpose is to dirct the effort of the employees towards achieving the objective of a particular department.

	This principle is related to functioning of employees with clarity of mind.
	This principle is related to functioning of organization as a whole.


7.Write a brief note on  principle of “Initiative”

Ans.. As per this principle, the employees should be given enough opportunity to take initiative inmaking and executing the plan in a certain limit. Employees should be free to come forward with their innovative ideas, suggestions before framing the plAns.. 

Positive effects:   a) Develops feeling of belongingness in employees.

                             b) Employees achieve the target on time if they are set up with their 

                                consultation.

8. Write a brief note on ‘Espirit-de-corps’

Ans.. Espirit-de-corps refers to the team spirit among the employees. It believes in ‘Unity is strength’. The superiors should share the credit of  success with others in the organization.’we’ shoud take the place of ‘I’ in the organization. This increases the cooperation and creates a feelong of belongingness .

9. If an organization does not provide the right place for physical and human resources, which principle of Fayol is violated ? State two consequences.

Ans.. The principle of Order is violated. Following are the evil effects if the principle is not followed-

a) Misuse of resources.

b)Increase in the possibility of accidents.

c) Height of disorder.

10.’Taylor’s principles of scientific management and Fayol’s principals of management are mutually complementary’ Do you agree with this view. Give three reasons to support your Ans.wer.

Ans.. Yes, I agree that both the principles of management are complementary to each other-

a) Taylor brought a number of suggestions in order to increase the efficiency of workers whereas Fayol brought into existence many principles in  order to solve the problems of high ranking managers

b) Taylor started his career as a labourer wheras Fayol started his career as a high ranking manager.

c) Taylor’s principles are relatred to production areas whereas Fayol’s orinciples are important to all functional areas such as finance,marketing etc.

LONG QUESTIONS ( 6 mks)
1. Explain the Features of the principles of Management.

Ans.. Management principles are the statements of basic truths which have the ability to predict the result of managerial activities.

Following are the features-

a) Universal applicability : The principles are universal in nature. Universality refers to the truth which is equally applicable in all the spheres(both business and non business, in various countries too) All Business units such as Industries and non business units such as educational institutions has to apply more or less same principles in order to achieve their objectives.

b) General guidelines : The principles of management are not definite and specific like the principles of science. The principles of management cannot be applied blindly anywhere and are not applied strictly.

c)Formed by practice and experimentation : Principles of management are the result of the various problems faced by the professionals. As the problems came, research eas done,through observation and continuous experimentations these principles have been derived.

d)Flexibility : The principles of management as they exist today are not in the form of final truth. As there is the change in the environment,new kinds of problems arise and so the principles are altered and the new ones are propounded.

e)Relationship between cause and effect : The principles of management establish the relation between the cause and effect. For e.g If unity of command is followed, it avoids confusion among the employees. In this statement, Unity of command is the cause and avoidance of confusion is the effect.

f) Contingent : Mangement principles are contingent in nature which meAns. they are not permanent as they are affected by the changes.

2. Discuss four importance of Principles of Management.

Ans.. The importance of the principles of management becomes clear from the following points-

a) Provides useful insight to the managers : The principles of the management are evolved on the  basis of experiments performed by the professionals. The principles of managers guides them how to act in a particular situation.

b) Scientific decisions : A scientific decision meAns. a balanced decision. The principles of management provide the necessary training to the managers so that they can take rational decisions.

c)Optimum utilization of resources : In every organization, human and physical resources are used. The function of management is to put them to optimum use. Principles of management such as Time study, method study, motion study etc helps to reduce the wastage and so it leads to optimum utilization of rsources.

d) Fulfilling social responsibility : The principles of management increases the efficiency of the managers who are in a position to provide better quality goods at a reasonable price to the consumers. 

UNIT –3

Business Environment
VERY SHORT QUESTIONS (1 mk)

1.What is business environment?

Ans.. It refers to the sum total of all individuals, institution & other forces that are outside the control of business enterprise but that may affect its performance.

2. Give one importance of business environment ?

Ans.. It enables the firm to identify opportunities & getting the first movers advantages.

3. Mention two element of political environment?

Ans.. (a) Political ideology & practices of the ruling party.

  (b). Nature of relationship of our country with foreign countries.

4. Mention any two elements of social environment?

Ans..  ( a.) Birth & death rates.

    (b.) Concern with quality of life.

5. What does legal environment prescribe?

Ans..:- It prescribes rules or laws that all members of business community must follow.

6. Give one impact of govt. policy changes on business industries?

Ans.. Increasing competition from multinational.

7. Give two changes introduced in industrial policy of july 1991?

Ans.. (a.) Abolition of industrial licensing.

        (b.) Dereservation of industries for public sector.

8. It is the process by which govt. control over the industry is being loosened. Give the term to which 
the statement is trying to indicate.

Ans..  Liberalization.

9. What is privatization?

Ans.. Privatization may be defined as the transfer of ownership & control from the public sector to 
         Private sector.

10. What is Globalisation?

Ans.. Globalisation means integrating our economy with world economy.

11. Name two component of economic environment?

Ans.. 1.Volume of imports & exports of different items.

         2.. rates of saving & investment.

12. Name two elements of technological environment?

Ans..  1.Recent technological.

         2. Advances in computers & electronics.

13. Which environment describes characteristics of the society in which the organization exists.

Ans.:- Social Environment

14.Which element / dimension of business environment involves improvement and innovations which 
      provide new ways of producing goods and services and new methods and techniques of operating a 
      business.

Ans.:- Technological Environment

15. Which environment prohibits the advertisement of alcoholic beverages?

Ans.:- legal Environment 

16. Banking sector reforms have led to easier credit terms and better services. This is an example of a 
    key component of the “Business Environment “name this component?

Ans.:- Economic Environment

17. .‘Demand for reservation in jobs for minorities refers to an example of key component of general 
      environment  of business. Name this component.

Ans.:- Social Environment

18 . Which process aims at giving greater role to the private sector role to the public sector?

Ans.:- Privatisation.

19. State the component of business Environment.

Ans.:- Components of Business Environment

a. Internal Environment 

b. External Environment

c. Micro Environment

d. Macro Environment

Short questions  (3/ 4 Marks)
1. Difference between economic  & non – economic environment.
Ans..  The economic environment consist of factor like the fiscal policy, the monetary policy , the industrial policy, the pace of the economic development  etc. The non-economic environment refer to social, cultural, political, legal, technological factor etc.

2. State the features of the industrial policy 1991.
a) The government reduced members of industries under compulsory licensing to six.

b) Disinvestment was carried out in case of many public sectors industrial enterprises.

c) Many of the industries reserved for the public sector under the earlier policy, were dereserved.

d) Automatic permission was now granted for technology agreements with foreign component. 

3.  What is truly globalised economy?

Ans.- A truly global economy implies a boundary less world where there is.

i) Free flow of goods and services across nations.

ii) Free flow of capital across nations. 

iii) Free flow of information and technology.

iv)  Free movement of people across border.

v) A global governance perspective.

4. What is “liberalisation”? In which areas have   liberalisation taken place.

Ans.:- Liberalization of economy means. to free it from direct or physical control imposed by the government. In other words, it is the process by which government control over the industry is being loosened. It implies liberating the trade and industry from unwanted government control and restriction.

Liberalization of the Indian industry has taken place with respect to:-

a) Abolishing licensing requirements in most of the industries except a short list.

b) Freedom in deciding the scale of business activities.

c) Freedom in fixing the prices of goods services.

d) Removal of restriction on the movement of good and services.

4. What is economic environment? State the component of economic environment?

Ans..- Economic environment consist of Grosse national product corporate profits,  inflation rate productivity, employment rates, interest rates, debt and spending economic environment has stronger influence  over organization policies and action.

Components of economic environment are as follows-

a) Rates of saving and export of different items.

b) Volume of import and export of different items.

c) Money supply in the economic.

d) Public debt.

e) Agricultural & industrial product.

5. “Business environment is a relative concept.”  Comment .

Ans..- Business environment is a relative concept since it differ from country to country  and even  region  political condition  in the USA,  for instance differ from those in china or Pakistan . Similarly demand for sarees may be fairly high in India whereas it may be almost non existent in france. 

LONG QUESTIONS ( 5/6 marks)
1 Explain the features  of business environment.
Ans.:- Feature of business, environment  are as follows 

1 Totality of external forces:-All forces that are external to the business aggregate constitute the business environment.

2 Specific and general forces :-Business environment includes both specific and general forces which may affect the business firms either directly or indirectly specific factor includes investor, customer ,supplier etc and these influence individual enterprises directly on the other hand, general forces such as legal , social , governmental, Technological factor affect all business indirectly.

3. Interrelatedness:- The difference external & internal element  of business environment are closely interrelated . eg. Publishers  of newspaper & popular magazine increase their features , quality of printing & article because of environment variable such as reader’s preference.

4. Dynamic Nature :- Business environment is dynamic in that it keeps on changing whether in terms of technological Improvement, shifts in consumers demand and changes in economic policy etc.

5. Uncertainty:- Business environment is largely uncertain as it is very difficult to predict future happenings, especially when environment changing are taking place too frequently as in case of information technology of fashion industries.

2. Explain the importance of Business Environment.

Ans.- The importance of Business Environment are as follows:-

1. Enabling the identification of opportunities and getting the firsts mover Advantage:- 

Environment can help the firm to capitalize on early opportunities rather than lose these to competitors

 2. Help in the identification of threats and early warning signals:-

Threats refer to the changes in external environment that will have an adverse effect on the firm’s performance. A business environment enables manages to identity the various threats and serve as an early warning signals.

3. Sensitise the management\coping with the rapid changes:-

Environment understanding sensitise the Mgt. to the changing needs & wishes of its customers & develop suitable causes of action.

4. It helps in tapping useful resource:-

He original receive input-finance, material members etc. from the external environment. The organization is depend of product & services to a wide range of customers. This can be done better by understanding to the business environment.

5. It helps in assisting in planning and policy formulation:-

Environment understanding provides a base of the object qualitative information about the business environment. That strategy can utilize.

3. Explain the impact of environment policy changes on business and industry.
Ans.The impact of changes in government policy on business and industry are as follows:- 

1. Increasing competition:- As a result of changes in rules of industrial licensing and entry of foreign terms competition for Indian terms has increase specially in service industries like telecommunication air lines banking etc. which were earlier in the public sector.

2. More demanding customers:- Customs today have become more demanding because they are well informed. Increased comptetions in the market gives the customers wide choices in purchasing, better quality of goods and services. 

3. Necessity for changes: - The changes in policy after 1991 has forced the enterprises to continuously modify there operation because of the turbulent market forces. 

4. Need for developing human resources: - With the ever changing market condition has forced the enterprises to develop their human resources. The enterprises had to know people who are competent & committed to their work.

5. Market orientation: - With the ever changes market condition enterprises. These days have to first study the market & accordingly produce and supply goods.

UNIT

4 Planning
Very Short Ans.wer type :—(1 mk)
1. Define planning. 

Ans..   Planning in deciding in advance what to do and how to do. Before doing something, the manager 

always formulates an idea of how to work on a particular task.

2. Point out whether Planning is a physical or mental activity. 

Ans.. Planning is a mental activity. It requires application of the mind involving creative thinking and imagination, foresight & judgment. A manager can make sound. PlAns. only when he has sound judgment, foresignt & vision. Planning; in not mere guess work but involves logical & systematic thinking

3. Does planning eliminate risk ?

	 Ans.No, Planning does not eliminate risk. It only reduces the risks. Business enterprises

	operate in an uncertain environment and face several types of risk. Planning enable

	these enterprices to predict future events & prepare to face the unexpected events.

	With the help of planning mangers can identify potential dangers and take steps to

	overcome them. Thus planning. helps to reduce risk.


4. Name the other name of directional plan.

Ans.    Strategy.

5. Why is planning regarded as pervasive function of management ? 

	Planning is regarded as a pervasive function as it is required at all levels of  mgt. as

	well as in all departments of the organisation. However the scope of planning. differs at

	differs at different levels and among different departments.


6. How does planning restrict creativity ? 

	Planning in an activity which is done by top mgt. usually the rest of the organisation just

	implements these plans.. The result is that middle management and other decision

	makers are neither allowed to deviate from plans. nor are they permitted to act on

	their own. This planning restricts creativity.


7. What is meant by policies as a type of plans?  

	Ans. 
	Policies are general statements or understandings which guide thinking indecision-

	
	making.
	
	

	
	Example  :  Different  business  firms  may  follow  different  sales  policies  as  stated

	
	below :
	
	


“We don’t sell on credit.”

“It is our policy to deal with wholesalers only.”

8. State the meaning of “Rules” as a type of plan.

Ans.  Rules are specific statements that tell what is to be done.

         A ‘rule’ reflects a managerial decision that a certain action must or must not be taken.

          Rules are to be enforced rigidly and there is generally a fine or penalty for violation of rules.          They do no allow for any flexibility or discretion. 
9. ‘Planning strangulates the initiativeness of the employees and compels them to work in an inflexible        

     manner’

Ans. Planning Hampers creativity

10. ‘No Smoking in the factory’ is which type of plan

Ans. Rules

11. Define derivative plans.
Ans. Plans. that are prepared to support the main plan is called derivative plan. 

Short Ans.wer Type Questions (1mark)
1. How does planning help co-ordination? 
Planning makes co-ordination of various activities, departments and groups relatively easy, planned programmes of activity serve as the basis of harmonizing the efforts of different division, departments and people. Thus, for example, manufacturing and sales activities can be co-ordinate only if plAns. of the production department are drawn on the basis of sales plane. In the absence of proper planning of interrelated activities the production department may turn out goods which the sales department may not be able to sale and conflict may occur between then heads of two departments. Confusion and misunderstanding may also occur in the absence of integrated planning of different activities co-ordination of departmental operations is facilitated by planning through the establishment of common goals as guide posts

2. Explain the characteristics of a sound plan. 

Ans. Characteristics of sound plan are:
a)Plan should be simple : for a good plan to be effective, it should be simple, to understand and worked upon different individuals and groups. 

b)Plan should be specific : objectives and goals should be clearly defined and explained. Thus planning is purposeful. 

c)Plan must be flexible : conditions under which a business operate keep on changing. Therefore, planning must be flexible and not rigid. It should enable the management to take care of the changes in the environment. 

3. Why does planning fail sometimes in spite of the best efforts of management? 

                   Planning does not guarantee success.” Comment

                 Ans. The success of enterprise is possible only when plans. are properly drawn up and implemented. The business environment is dynamic, nothing is constant. the organisation has to constantly adapt itself, to the changes  of  in  business  environment.  I  agree  with  the  statement  &  ”                 

                 Though Planning   is  an  important  tool  of  management,  yet  it  is  not  a  remedy  in                 business  environment. Planning can’t prevent problem.  It can only product them to prepare contingency plans.  to  deal  with  them  if  and  when  they occur.  Planning fail inspire of efforts of management because of its imitation.

Q. 4      ‘ Planning involves choice’ Comment

 Ans.  Planning  essentially   involves   choice   from   among   various   alternatives   and

            objectives of there is one possible goal or only one possible course of action, there is no need of       

            planning because thee is no choice. The need for planning arises only when   alternative   are     

          available.   In   actual   practice,   planning   presuppose   the existence   of   alternatives,   
            planning,   thus,   involves   through   examination   and evaluation for each afternative and 
          choosing the most appropriate one.

Q 5 Distinguish between –

 Ans. Objectives and policies

	Basis
	Objectives
	Policies

	Aim
	Objectives determine the final goal of the enterprose
	Policies are framed to achieve objectives efficiently

	Level of management
	Objectives are determined by the owners or the top level management
	Policies are determined by top,middle and level of management

	What and how
	Objectives determine what is to be done. In this way objectives decide the specific job to be done
	Policies decide how the work is to be done, policies decide the procedures to be adopted for completion of the job.


Q 6. Distinguish between

Rules and methods

Objectives: The aim of framing rules is to maintain discipline in the organization. The aim of effective method is to ensure efficiency of operations.

Basis: Rules are based on code of conduct; methods are based on research and analysis

Nature: Rules are rigid amend regarded as official and authorative whereas methods are regarded as logical and rational.

Q7. Distinguish between Strategy and policy

Ans..

	Strategy
	policy

	It is a comprehensive plan which includes various steps
	It is a single plan

	It is formulated for solving challenging and unforceen problems
	It is formed to carry out routine functions

	Every time a new strategy is prepared to solve different problems
	Common policies are used for all routine problems.




Q8. Distinguish between procedures and Methods

	Procedures
	Methods

	Procedures are sequences of steps to be followed for performing some important jobs
	Methods are formalized ways of doing a routine and repetitive jobs

	Procedures are more rigit
	Methods are less rigid or flexible

	Procedures help in implementation of policy
	Methods help for standardization and co-ordination of activities.


Q9. State four features of Planning.

Ans. Following are the features of Planning:

a) Planning contributes to objectives : planning starts with the process of setting up the objectives. We cannot think of planning without objectives. After setting up the objectives various activities are decided which would help in the achievement of the same.For e.g if an organization has an objective of manufacturing 150 units in a month, and if only 100 units are produced then changes are made in the plan to achieve the final objective.

b) Primacy Function : Planing is the first function of the management (primacy).On the basis of planning, the other functions of organizing, staffing, directing and controlling are performed.

c) Forward looking : planningis looking ahead. It is done for the future and not for the past.All the managers try to make assumptions for the future and act accordingly.

d) Continuous : Planning goes on continuously. It does not stop after a particular period. If plAns. are made for a month, after one month new plAns. are made. So Planning goes on without halt.

   

Long Answer Type
Q1 Discuss the importance of Planning.

Ans.       Planning is of vital importance in the managerial process.  No enterprise can
         achieve its objectives without systematic planning.

“Planning is the heart of management”
The following points highlight the importance of planning function of management :

1.  Planning provides directions : By stating in advance how work is to be done,

planning provide direction for action.

If goals are well defined, employees are aware of what the organization has to

do and what they must do to achieve those goals. Departments and individuals

in the organization are able to work in coordination

Planning keeps the organization on the right path.

If there was no planning, employees would be working in different directions and

the organization would not be able to achieve its goals efficiently.

2.  Planning reduces the risks of uncertainty : Business enterprises operate in

an  uncertain  environment  and  face  several  types  of  risks.  Planning  enables

these  enterprises to  predict future  events and  prepare  to  face  the  unexpected

events.

With  the  help  of  planning,  managers  can  identify  potential  dangers  and  take

steps to overcome them. Thus, planning helps risk and uncertainty.

3.  Planning facilitates decision-making : Decision-making involves searching for

various  alternative  courses  of  action,  evaluating  them  and  selecting  the  best

course of action. Under planning, targets are laid down. With the help of these

targets, managers can better evaluate alternative courses of action and select the best alternative. PlAns. lay down in advance what is to be done and how it is to be done. Therefore, decisions can be taken with greater confidence.
4. Planning reduces overlapping and wasteful activities: Since planning ensures clarity in thought and action, work is carried on smoothly without interruptions. There is no confusion and misunderstanding. Useless and redundant activities are minimized or eliminated. It is easier to detect inefficiencies and take corrective measures to deal with them.

5. Planning promotes innovative ideas : Planning is thinking in advance and, therefore, there is scope of finding better ideas and better methods and procedures to reach the objectives/goals of the enterprise. 

This forces managers to think differently about the future of the organizations from the present. Thus, planning makes the managers innovative and creative. 

6. Planning establishes standards for controlling : Planning provides the goals or standards against which the actual performance can be measured and evaluated. A comparison of actual performance with the standards helps to identify the deviations and to take corrective action. Planning makes control meaningful and effective. ‘Control is blind without planning.” Thus, planning provides the basis of control. 

          Q2 . Discuss the steps in the process of Planning.

         Ans. 1. Setting  organizational  objectives  : The  first  and  foremost                          

                      step  in  the planning process is setting organizational objectives or  

                      goals, which specify what the  organisation  wants to  achieve.  For   

                      example,  an  increase  in  sales by  20% could be the objective of the           

                      organisation.

                      Objectives may also be set for each individual department.They give direction to all 
     departments.

2. Developing planning premises : Planning is concerned with the future, which is uncertain. Therefore, the manager is required to make certain assumptions about the future. These assumptions are called premises. Assumptions are made in the form of forecasts about the demand for a particular product, government policy, inerest rates, tax rates, etc. Therefore, accurate forecasts become essential for successful plAns.. 

3. Identifying alternative courses of action : Once objectives are set and assumptions are made, then the next step is to identify all possible alternative courses of action. For example, in order to achieve the organizational objectives of increasing profit, the alternatives may be 

a. increase the sales of an existing product, or 

b. produce and sell a completely new product. 

4. Evaluating alternative  courses : The  positive  and  negative  aspects  of  each proposal need to be evaluated in the light of the objective to be achieved, its feasibility and consequences. For example, the risk-return trade-off is very common. The more risky the investment, the higher is the possibility of returns. To evaluate such proposals, detailed calculations of earnings, earnings per share, interest, taxes, dividends are made.

5. Selecting the best possible alternative : This is the real point of decision making. The best/ideal plan has to be adopted, which must be the most feasible, profitable and with least negative consequences. 

The manager must apply permutations and combinations and select the best possible course of action. Sometimes, a combination of plans. may be selected instead of one best plan. 

6. Implementing the plan: Once the plans are developed, they are put into action. For this, the managers communicate the plans to all employees very clearly and allocate them resources (money, machinery, etc.). 

7. Follow-up action : The managers monitor the plan carefully to ensure that the premises are holding true in the present condition or not. If not, adjustments are made in the plan. 

             Q3 Discuss the Limitations of Planning.

              Ans.  Planning is essential for a business organisation. It is difficult to manage operations without formal planning. it is important for the organisation to move towards achieving goals. But often things to not always go according to plan. Unforeseen events and changes, rise in costs and prices, environmental changes, government interventions, legal regulations, all affect our business plans. Plans then need to be modified. Therefore, planning might fail due to the following limitations:
1. Planning does not work in dynamic environment: The business environment is dynamic, nothing is constant. The environmentconsists of a number of dimensions—economic, political, technological, legal and social dimensions. The organisation has to constantly adapt itself to the changes in business environment. However, it is not always possible to accurately assess future trends in the environment.

· Competition in the market can upset financial plAns.. 

· Sales targets have to be revised and according is cash budgets also need to be modified since then are based on sales figures. 

Thus, planning cannot foresee everything and thus these are obstacles to effective planning.
2. Planning is a time consuming process: Planning is a time consuming process. It requires collection of information, its analysis and interpretation. These activities may take considerable time.

Sometimes plans to be drawn up take so much of time that there is not much time left for implementation of plans.
3. Planning involves huge costs: Planning is an expensive process in terms of money. When plans are drawn up, huge costs are involved in the formulation of plans.

If the costs are not justified by the benefits derived from the plan, it may have adverse effect on the enterprise. There are a number of incidental costs as well, like expenses on Board’s meetings, discussions with professional experts and preliminary investigations to find out the viability of the plan.
4. Planning creates rigidity: Planning leads to rigid mode of functioning for managers. This has adverse effect on the initiative to be taken by them.

5. Planning does not guarantee success: The success of an enterprise is possible only when plans are properly drawn up implemental. Managers have a tendency to rely on previously tried and tested successful plans. But it is not always true that a plan which has worked before, will work effectively again.

6. Planning reduces creativity: Planning is an activity which is done by top management. Usually the rest of the organisation just implements these plans. As a consequence, middle management and other decision makers are neither allowed to deviate from plans nor are they permitted to act on their own. They only carry out orders.

UNIT 5 
Organising

Very short Ans.wer type questions :-(1 mark)
Q.1     Define organisation.

Ans.. Organisation is a structure may be organisation of system of job positions, the roles assigned to them and the authoring relationship among various positions. 

Q.2     What is meant by organizing?

Ans..   Organising  can  be  defined  as  a  process  that  initiates  implementation  of  plans  by 

Clarifying jobs and working relationships and effectively deploying resources for attainment of identified and desired results (goals).

Q.3  Which level of managers are responsible for determining formal organisation?

Ans.. Top level management 

Q.4 Name the type of organisation which does not have any predetermined objectives

Informal organisation 

Q.5     Give the meaning of organisation as structure.

Ans.. Organisation structure can be defined as a framework within which managerial and operating         tasks  are performed It specifies the relationship between people, work, and resources. 

Q.6     Define authority.

Ans.. Authority refers to the right of an individual to command his subordinate and to take action within the scope of his position. 

Q.7   Mention the essential elements of delegation of authority

Ans. Authority, Responsibility and Accountability

Q.8   Can responsibility be delegated? 

Ans. According to the principle of absolute responsibility. authority can be delegated but responsibility  

         can’t be delegated by a manager. The manager remains responsible our accountable to his own 

         superior for the tasks which he may assign to his subordinate

Q.9   What do you mean by centralization?

Ans..Centralization means concentration of all decision making functions at the apex of the management hierarchy decision making authority hies with the help of top level of management. Managers have less freedom action. It is suitable for small organisation. 

Q.10   What is decentralization?

Ans.. Decentralization means the delegation of all decision making functions to the lower level of the 

         hierarchy. Decision making authority is shared with lower levels of Management Mangers have 
         more freedom of action. It is suitable for large organisation. 

Q.11 Which organizational structure is suitable for a multi-product manufacturing company? 

Ans. Divisional organization structure
Q.12 Which organizational structure is suitable for a uni-product manufacturing company? 

Ans. Functional organization structure

Q.13 Out of formal and informal organisation which is dependant upon which?

Ans. Informal organization depends on formal organization.

Q.14     How is informal organisation created?

Ans.  Informal organisation is created spontaneously by the employees working together and interacting with each other.

Q.15 Name the organisation in which employees are allowed to communicate freely and there are no rules and regulations.

Ans.. Informal organisation

Q.16 Distinguish between formal and informal on the basis of purpose. 

Ans.  Formal Organisation is formed with the purpose of achieving organizational goal whereas Informal organization is formed to satisfy social, personal and psychological needs.

Q.17 Name the concept which reduces the workload of a manager.

Ans. Delegation of authority

Q.18     Define span of control.

Ans. It refers to the number of subordinates coming under direct control and supervisionof the superior.

Q.19 In ABC Ltd. all the decisions are taken by top level management only. Which policy is followed by organisation?

Ans. Centralisation

Short Ans.wer Type Question (3/4 marks)
Q.1     How does informal system work in a formal organization?

Ans.  An informal system works in an informal organisation without any formalities. 

a. An informal organisation originates from within the formal organisation as a result of personal interaction among employees. 

b. The standards of behaviour evolve from group norms rather than officially laid down rules and regulations. 

c. Independent channels of communication without specified direction of flow of information are developed by group members. 

Q2 Discuss the steps of Organising.

a)  Identification and Division of Work 

         The first step in the process of organizing involves identifying and dividing the total work to be 
         done into specific activities (called jobs) in accordance with previously determined plAns.. 
         Such division of work into jobs is necessary because of the following reasons : 
         One  individual cannot perform the entire work. By dividing the work, the burden of   

         work can be  shared among the employees. 
      b) Grouping jobs and Departmentalisation 

          The second step in organizing is to combine or group similar/related jobs into larger   

          units called  departments, divisions or sections. This grouping process is called    

         “Departmentalisation”. Departments can be created using several criteria as a basis such 

          as products territory etc. 
       c)Assignment of Duties:
         It is necessary to allocate work to various employees. Once departments have been formed, each  
        of them is placed under the charge of an individual, called departmental head (e.g., production 
        ,manager, finance manager, marketing manager, etc.) Jobs are then allocated to the members of  
        each department according to their skills and competencies.
       d)Establishing Reporting Relationships :

          Merely allocating work is not enough. Each individual should also know from whom he has to  
        take orders and to whom he is accountable. The establishment of such reporting relationships   

        helps in coordination amongst various departments.

Q.3 Give any three demerits of divisional organisation.

Ans. Demerits of Divisional structure 

(i)    Departmental   conflicts   :   Conflict   may   arise   among   different

divisions with reference to allocation of funds and further a particular division my

seek to maximize its profits at the cost of other divisions.

(ii)   Costly  :  It  may  lead  to  increase  in  costs  since  there  may  be  a

duplication  of  activities  across  products.  Providing  each  division  with  separate

set of similar functions increases expenditure.

(iii)   Ignoring  of  organizational  interests  :  It  provides  managers  with

the authority to supervise all activities related to a particular division. In course

of time, such a manager may gain power and then he may ignore organizational

interests.

Q4 .State four advantages of Delegation of Authority.

          Ans. Delegation of authority is necessary in all types of organizations. Reasons can be seen through the importance.

The importance of delegation of authority may be outlined as follows :

1. Reduced workload of managers : Delegation of authority permits a manager to share his workload with his subordinates. By passing on the routine work to the subordinates, the manager is able to concentrate on more important aspects of his subordinates and is able to concentrate on policy matters and decision-making. This would increase his effectiveness. 

2. Effective management : The manager who delegates authority can perform much more than the one who does not. This is because the manager can get some work done by his subordinates and is able to concentrate on policy matters and decision-making. This would increase his effectiveness. 

3. Motivation of employees : Delegation implies grant of authority to the subordinates along with responsibility for work. A result, subordinates have a sense of recognition. They are motivated to work for higher performance. They do their job to the best of their abilities and skills. 
4. Employee development : As a result of delegation, employees get more opportunities to utilize their talent. It allows to develop those skills which will improve their career prospects. It makes them better leaders and decision makers. Thus, delegation helps by preparing better future managers. 

Q.5 State any two circumstances in which Divisional organization structure  is more        suitable. 

Suitability
(i) Divisional structure is suitable for those business enterprises where a large variety of products are manufactured using different productive resources. 

(ii) When an organisation grows and needs to add more employees, create more departments and introduce new levels of management, it will decide to adopt a divisional structure.
Q.6 Delegation of authority is based on the elementary principle of division of work. Explain.
Ans.  In division of work, the work is divided into small tasks. Same way in delegation, the manager 

        divides some of his work & authority among his subordinates. No manager can perform all the 

        functions himself. To get the work done efficiently and in a specialized manner, the manager 

       divides the work among his subordinates according to their qualification & capability. 

Q.7   Authority can be delegated but responsibility cannot. Explain.

         Ans.. Authority can be delegated but responsibility cannot. Delegation does not mean abdication. 

                   The manager shall still be accountable for the performance of assigned tasks. The manager cannot

                 escape from the responsibility for any default or mistake on the part of his subordinates.

                   Thus irrespective of the extent of delegated authority, the manager shall still be accountable to the     same extent as before delegation.

LONG ANSWER TYPE QUESTIONS (5 / 6 mks)
Q1.     Distinguish between Delegation of Authority and Decentralisation

	Basis
	Delegation of Authority
	Decentralisation

	a) Meaning
	Sharing of the task  with the subordinate and granting authority in a prescribed limit by the superior is Delegation
	The systematic delegation to the lowest level of management is called decentralization.

	B) Nature
	It becomes compulsory in all the organizations as the complete task cannot be performed by the superior
	It becomes compulsory in the large organisations

	c)Freedom in action
	Less freedom to the subordinate  Final authority lies with the delegator
	More freedom given to the subordinate.

	d)Status
	This is a process done as a result of Division of work
	This is the result of the policies framed by higher officials

	e)Scope
	It depicts limited distribution of work, so has a limited scope
	It depicts broader distribution of authority so has a wider scope.

	f)Purpose
	Its purpose is reductionof workload of the officer
	The purpose is expAns.ion of the authority in the organization.


Q2 Distinguish between Formal and Informal Organisation

	Basis
	Formal Organisation
	Informal Organisation

	A Creation
	It is created by the Management in the form of structure of authority
	It is created spontaneously by the mutual relations of the employees.

	b) Origin
	It is established because of the rules and policies of the organization
	It is established due to the social relationship.

	c) Flow of communication
	Communication is defined. It moves according to the chain of command.
	Communication can move in any direction.

	d)Leadership
	Because of the high rank, Managers are leaders
	The leader is elected

	e)Nature
	It is more stable
	It is not stable and so is tempory in nature.

	f)Behaviour
	Behaviour of the employees is influenced by the rules and procedures laid down by the management
	Behaviour of employees is spontaneous and governed by personal belief, values and attitudes.


Q3. What is meant. by functional structure? Give its merits & demerits

Ans. Functional organization structure is a structure whereby the departments are created on the 
       basis of functions of the organization such as Production, marketing, finance etc.

Advantages/Merits
1. Specialisation : A functional structure leads to occupational specialization since emphasis is placed on specific functions. this promotes efficiency in utilization of manpower as employee perform similar tasks within a department and are able to improve performance. 

2. Efficiency : It helps in increasing managerial and operational efficiency and this results in increased profit. 

3. Minimises costs : It leads to minimum duplication of efforst which results in economies of scale and thus lowers cost. 

4. Better control and coordination : It promotes control and coordination within a department because of similarity in the tasks being performed. 

                              Proper attention : It ensures that different functions get due attention. 

5. Ease in training employees : In makes training of employees easier as the focus is only on a limited range of skills. 

Disadvantages/Demerits
1. Functional empires : A functional structure places less emphasis on overall organizational objectives than the departmental objectives. Such practices may lead to functional empires wherin the importance of a particular function (or department) may be over-emphasised. 

2. Problems in coordination : Pursuing departmental interests at the cost of organizational interests can also hinder the interaction between two or more departments. It may lead to problems in coordination among different departments. 

3. Conflict of interests : A conflict of interests may arise among departments when the interests of two or more departments are not compatible. 

4. Inflexibility : It may lead to inflexibility as people with same skills and knowledge base may develop a narrow perspective and thus have difficulty 

Q4. Why is organising considered an important function of management? Give any six reasons?

Ans.  The importance of organizing may be summaries as follows :- 

(a) Benefits of specialization : The activities are grouped very carefully into specialized jobs on the basis of similarity. repetitive performance of a particular task leads to specialization. 

(b) Clarity in working relationships : The jobs of managers and non managers are clearly defined & differentiated. 

(c) Effective administration : Organising provides a clear description of a jobs and related duties. This helps to avoid confusion and duplication. Clarity in working relationship enables proper execution of work. This brings effectiveness in administration. 

(d) Source of support and security improves job satisfaction: Organising is a source of support, security and satisfaction to managers and employees in performing their assigned tasks. It recognizes the status levels of members; each one of the members enjoys a definite status and position in the organisation. 

In a sound organisation every individual is assigned the job for which he is best suited. The assignment of right jobs to right persons improves job satisfaction among the employees. 

(e) Optimum utilization of resources : A sound organisation helps In the optimum utilization of technological and human resources by avoiding duplication of work and overlapping of efforts. 

(f) Adaptation of change : The process of organizing allows a business enterprise to adapt itself according to changes in the business environment. It allows the organisation structure to be suitably modified and the revision of inter-relationships amongst managerial levels to pave the way for a smooth running of the business. 

Conclusion : Organising is a process by which the manager— 
brings order out of chaos,

removes conflict among people over work or responsibility,

and

           creates an environment suitable for teamwork.

Q5. “Delegation is the entrustment of responsibility and authority to another and the creation of accountability for performance.” Explain the elements of delegation in the light of this statement.

Elements of Delegation of Authority


	Responsibility
	Authority
	Accountability


a)Responsibility 

Responsibility is the obligation of a subordinate to carry out assigned activities to the best of his abilities. 
It arises from a superior-subordinate relationship because the subordinate is bound to perform the duty assigned to him by his superior. 
Thus, responsibility flows upwards, i.e., as subordinate will always be responsible to his superior.
b) Authority 

Authority is the sum of powers and rights of an individual to command his subordinates, to use financial, material and human resources as well as the right to take action within the scope of his position. 
Authority is needed to discharge a given responsibility. 
Authority flows from top to bottom, i.e., the superior has authority over the subordinate.
An important consideration to be kept in view with respect to both authority and responsibility is that when an employee is given responsibility for a job he must also be given the degree of authority necessary to carry it out. Thus, for effective delegation, the authority granted must be equal to the assigned responsibility.

                        If authority granted is more than responsibility, it may lead to misuse of 

                        authority. 

                        On the other hand, if responsibility assigned is more than authority, it may  

                        make a person  ineffective. 

c) Accountability 

Accountability implies being Ans.werable for the final outcome. Once authority has been delegated and responsibility accepted, one cannot deny accountability. 
It cannot be delegated and flows upwards, i.e., a subordinate will be accountable to a superior for satisfactory performance of work. 
It indicates that the manager has to ensure the proper discharge of duties by his subordinates. 
Conclusion: 

· While authority is delegated, responsibility is assumed, accountability is imposed. Responsibility is derived from authority and accountability is derived from responsibility. 

UNIT –V
STAFFING

VERY SHORT QUESTIONS (1 Mark)

1. Which function of management helps in obtaining right people and putting them on the right jobs. 

Ans..    Staffing. 

2. Name the process concerned with searching for prospective candidates for vacant job position. 

Ans..    Recruitment 

3. What is job description ? 

Ans..    It is the document describing task, responsibilities and relation of one job with other job. 

4. What is job specification ? 

Ans..     It refers to the process of streamlining the attributes of a person required to do a job. 

5. What is pre-requisite to selection? 
Ans..    The pre-requisite to selection is recruitment. 

6. What is case study method of imparting training? 
Ans..    Under this method, a real or hypothetical problem is provided to the trainees. 

7. State one limitation of incorrect placement.

Ans..    Wastage of material, time, effort and energy, resulting in lower productivity and poor quality of 
            product, unsatisfaction among the employees. 

8. Any two duties of Human resource management. 

Ans..    (i) Recruitment i.e., search for qualified people .

           (ii)Training & Development of employees. 

10. Who was looked down by both the workers and the owners?
Ans..     Labour welfare officer. 
11. What is an inherent part of human resource management? 
Ans..    Staffing. 

12. What is both a line as-well as a staff activity? 

Ans..    Staffing. 

13. State are the internal sources of Recruitment? 
Ans..    (i) TrAns.fer   (ii) Promotion   

14.  Why recruitment is regarded as a Positive Process and selection is a negative process? 

Ans.. Recruitment is Positive Process because it is concerned with attracting qualified and competent 
         individuals to apply for a job while selection is choosing the best among them and rejecting the  

         unsuitable candidates. 

15. If you wish to plan for a lifetime what is required 

Ans.    Develop people. 

16. Why the importance of employee training has increased?
 Ans..    When jobs have become more complex. 

17. State the step in the process of staffing related with the remuneration given to the employees for the services rendered by them?

Ans. Compensation.

18.Which sources of recruitment is suitable for newly established business Internal or external?

Ans. External sources.

19.What is called the vertical shifting of employees (upward)?

Ans. Promotion

20.Give any one benefit of promotion as sources of recruitment?

Ans. It improves loyalty and satisfaction level of employees.

21.Give one reason why transfer is done?

Ans. To balance the deficit and surplus of manpower in different branches.

 Short questions (3 or 4 Marks)
Q1. What do you mean by Staffing? Enumerate any two features of staffing function of management?

Ans. Staffing is a managerial function of placing the right job. Staffing is concerned with determining the man power requirement of enterprise and includes function like recruitment selection, training, growth, development and performance appraisal of employees.

Features

1 It deals with human resources 

2 It is concerned with helping employees to develop their abilities.

Q2.
Explain Vestibule Training?

Ans.:-
Under those methods separate Training centre to setup to give Training to the New Employs. Actual work Environment are created in that centre and employs used the same material Equipment etc which they use while doing the actual Job. This method is generally use critical equipment machinery are required to handle by worker.   

Q3
Discuss any two advantages of training and development to the organization and to the employees?

Ans..
Advantages to the Organization:-

(1)        Helps in increasing productivity of workers and thus leads to increase in profit.

(2)        Makes effective response to dynamic environment.

Advantages to the employees:- 

(1) Employs become more efficient in handling machine and thus chances of accidents are       minimized.

(2) Training increases skills and knowledge of an employs and thus provides batter carrier       prospects to the employs.

Q4
“Selection is a negative process” explain.

Ans..
Selection is the process of selecting the most potential candidate from among those who had applied for the Job, by going through the process of rejection of relatively unsuitable candidates. Hence it is referred to negative process.

Q5 
Explain the concept of “Job Rotation”?

Ans.:-
Under this method of training, an individual is transferred from one Job to another or from one department to another in a planned manner. It is suitable for new entrants. So that they can interact with other employees. Trainees cultivate specialized knowledge and skills of the entire department.  

 Q6 What do you mean by off the job method of training? Enumerate various method of off the job training? 

  Ans.:  Off the job methods of training refers to those methods under which an individual is provided training away from the work place or in the other words it means learning before doing.  

Methods 

1   Class room lectures 

2   Films 

3   Case study   

4   Computer modeling.

Q7 State three advantages of External sources of recreuitment.  

   
Ans. 1.Fresh Talent : The entry of fresh talent into the organisation.

                2.Wider choice : The external sources provide a wider choice of personnel to choose from. 

              3.Qualified personnel : Required qualifications are available for the external sources. 

              4.Competitive  Spirit  :  Competitive  spirits  is  available  by  external source. 

Q8 State the limitations of External sources of recruitment.

Ans.. Limitations

Dissatisfaction among existing Employees.

Costly process: It is costly process. Expenses an advertising, conducting test.

                  Lengthy Process: It is very long process.

Q. 9  Discuss “Apprenticeship” as a method of training.
      Ans. Apprenticeship programme training : The workers seeking to enter skilled job (e.g.,   

             plumbers, electricians or iron workers, etc.) are sent for apprenticeship training 

             programme which is an on-the-job method of training. 

In the Apprenticeship Programme, a master worker or a trainer is appointed who guides the worker or learner regarding the skill of job. The master worker performs the job and the trainee (learner) observes him performing. When the learner learns all the skills, then slowly he starts taking up the job step by step and master worker becomes the observer. 

When the trainee becomes perfect in doing the job, the master worker goes and the trainee gets full charge of job, the master worker goes and the trainee gets full charge of job position. 

· Generally, the time period, for apprenticeship programmed may very from 2 to 5 years. 

· During the apprenticeship period, the trainee is paid less than a fully qualified worker. 
Q10 What is meant by ‘Orientation’?

Ans.. Orientation/Induction : Orientation is a planned introduction of employees to their jobs, their co-workers and the organisation. And initial training programme is provided to all the selected persons so as to induct them to the job. It is important to make the new persons comfortable to carry out the assigned jobs smoothly. 

LONG QUESTIONS (5/ 6 marks)

Q1  Some learning opportunities are designed and delivered to improve skill and abilities of employees where as some other are designed to help in the growth of individual in all aspects . Identified the concept and make comparative study?

OR  

Differentiate between training and development on the bases of purpose and focus?

MEANING

Training: it is a process of imparting knowledge for doing specific job. 

Development: it is a process of learning opportunities designed to  help employees grow.    

NATURE

Training: it is a job oriented process. 

Development: It is a carrier process. 

FOCUS

Training: It focuses on technical skills.

Development: It focuses on conceptual and human ideas.

PURPOSE   

Training: The basic purpose of training is to enable the employees to do job or home intended job. 

Development: The basic purpose of development is to enable the growth of the employees.

DURATION 

Training: I t is imparted for a fixed period.

Development: It is a continuous and never ending process.

Q2    Differentiate between internal source of recruitment and external source of recruitment?

	
	         Internal sources
	         External sources

	MEANING
	It is a recruitment of employees from with in the existing employees of the org. 
	It is a recruitment of employees from outside the org.

	BASIS 
	Generally seniority is the bases of recruitment. 
	Generally recruitment is based on merit. It provides wider choice in the recruitment of employees.  

	CHOICE
	I t gives limited choice in the recruitment of employees. 
	It provides wider choice in the Recruitment of 

Employees.

	ECONOMY
	It is less expensive and less time consuming.
	I t is amore expensive and more time consuming.

	QUALITY
	Choice is restricted to available pool of talent only. 
	 Best and talented employees can be selected.

	TIME  INVOLVE
	Comparatively less time is required for filling the vacancies
	It requires more time to fill the vacancies.


Q3    Differentiate between Recruitment and Selection

	
	RECRUITMENT
	SELECTION

	MEANING
	It is the process of searching and motivating candidates to apply for job
	It is that process of staffing which rejects the unsuitable candidates and choose the suitable candidates.

	PURPOSE
	The basic purpose is to create a large pool of applicants for the jobs.
	The basic purpose is to eliminate as many candidates as possible until the most suitable candidates get finalized.

	Scope
	Recruitment is restricted to the extent of receipt of application.
	Selection includes sorting of the candidates.

	Positive /negative process
	Recruitment is a positive process. As more and more applicant are sought to be attracted.
	Selection is a negative process as more applicants are rejected than selected.  

	Criteria
	It gives freedom to applicants. Any one is free to apply.
	It gives very little freedom to applicants. Applicants must meet the selection criteria.


Q4     What are the steps involved in the staffing process? Explain briefly?

Ans.:  1) Enumerating man power requirement:   Staffing process begins with the estimation of man power requirement which means finding out number and type of employees need by the org. in future.  

          2) Recruitment: After man power planning, the manager tries that more and more people should apply for the job so that the org. can get more choice and select better candidates.

          3)  Placement and Orientation: Placement refers to placing the right person on the right job for which he is selected.

        Orientation refers to introducing the new employees with the existing employees.

          4) Selection refers to choosing the most suitable candidate to fill the vacant job position. It is a negative process because a number of candidates are rejected under it.

          5) Training and Development:   The process of training helps to improve the job knowledge and skill of the employees. Training and Development not only motivate the employees but these improve efficiency of work also.

           6) Performance Appraisal:  At this step the capability of the employees is judged and for that his actual work performance is compared with the work assigned to him.

Performance and career planning:  It is a process through which employees get better salary, status, position and also get promotion to higher post.

           7) Compensation:  For deciding the compensation the works are evaluated. Compensation must be reasonable and related with the work.

Q5 Briefly describes the steps in the selection process?

Ans. The selection starts after candidates for jobs have submitted their application –the selection process usually includes a number of steps  

1. Preliminary screening:  In this step the candidates who do not fulfill the required basic qualification    are eliminated. 

2. Selection test: Though these tests, ability and skill of the candidates are measured. Common type of    tests conducted by org are-

1. Intelligence test

2. Aptitude test 

3. Personality test

4. Trade test 

5. Interest test 

3. Employment interview 

The candidates who qualify the test are called for interview.

4. References & background checks

After the candidate declared successful in the interview then information related to back ground, social relation, and character are indentified.

5. Selection decision

The candidate who past the test, interview, reference check are included in selection list & the manager’s select most suitable candidate from the list.

6. Medical examination:-

Before giving appointment letter the selated the candidate are selected for medical fitness.

7 job offer:-

For job offer the appointment letter in hand over & a date in the appointment letter is mentioned on which one has to report for the duty.

8. Contract of employment:-

After the acceptance of job offer by a selected candidate required to sign various documents. 

Q6 What is Staffing ? Discuss the importance of staffing.

Ans..      Meaning : It is the process of management which is concerned with obtaining and maintaining a satisfactory and satisfied work force

Importance of Staffing

1. Obtaining competent personnel : Proper staffing helps in discovering and obtaining competent personnel for various jobs. 

2. Higher performance ; Proper staffing ensures higher performance by putting right person on the right job. 

3. Continuous survival and growth : Proper staffing ensures continuous survival 
and growth of the enterprise, research & development, innovation.

4. Optimum utilization of human resources : Proper staffing helps to ensure optimum utilization of human resources. By avoiding over manning, it prevents underutilization of personnel and high labour costs. At the same time, it avoids disruption of work by indicating in advance the shortages of personnel. 

5. Improve job satisfaction : Proper staffing improves job satisfaction and morale of employee through objective assessment and fair rewarding of their contribution. 

6. Helps in achieving organisaional goals : The efficiency and effectiveness of an organisation in achieving its goals is determined to a great extent on the competence, motivation and general effectiveness of its human resources. 

Human resources are the foundation of any business. The right people can help a business to take it to the top where the wrong people can break the business. With efficient and competent personnel, the firm can maintain quality products and sell them profitably. 

Conclusion : Staffing function must be performed efficiently by all organizations. If right kind of employee are not available, it will lead to wastages of materials, time, efforts and energy, resulting in lower productivity.

It is, therefore, essential that right kind of people must be available in right number at the right time.
UNIT 7
 DIRECTING

VERY SHORT QUESTIONS ( 1 mark)

       1.Define the term ‘Directing’.

Ans. Directing is telling the people what to do and seeing that they do it in best of their ability.

2. State the elements of Directing.

Ans.  Supervision, leadership, Motivation and communication.

3.State two features of Directing.

Ans. a) It initiates action

        b) It is a continuous function.

4.Define Motivation.

Ans. Motivation is a process of stimulating people to action to achieve desired goal.

5.What is a motive ?

Ans. Motive is an inner state or desire which energises an individual to move or behave towards achievement of goal.

6.The common needs are food, shelter, education etc. state the type of need as per Maslow.

Ans. Physiological need.

7.State two monetary incentives.

Ans. a) Pay and allowances   b) Bonus

8 State two non monetary incentives

Ans. a)Recognition    b) Granting authority.

9.State two features of Leadership.

Ans. a) Leadership indicates the ability of an individual to influence others.

        b) Leadership tries to bring a change in the behaviour.

10.Define the term ‘Communication’.

Ans. Communication is transmission or exchange of ideas, views, messages, information or instructions between two or more than two persons with a common understanding.

11. State the form of communication where official talks take place.

Ans. Formal communication.

12.What is Diagonal communication ?

Abs It is the flow of communication between the persons working in different departments and holding different levels of authority.

13.What is grapevine ?

Ans. The network of informal communication is called grapevine.

14.State one advantage of written communication.

Ans. It can be verified from written records, it can be expressed in precise terms.

15. State the common means and ways of transmission of ideas.

Ans. Spoken words, written words, diagrams, pictures, gestures etc.

SHORT ANS.WER QUESTIONS (3 / 4 MKS)

1) State three advantages of Motivation.

Ans. a) Motivation sets in motion the action of people: Motivation bridges the gap between the ability to work and willingness to work. It enables the management to secure the best utilization of physical and financial resources.

b) Motivation improves the efficiency of work performance.

As motivation builds the willingness to work among the employees, the persons work with initiativeness thereby increasing their work performance.

c) Motivation leads to stability in the employees.

Motivation helps in reducing the labor turnover and absenteeism. It creates confidence among the employees and secure their loyalty to the organization.

2. Distinguish between Leadership and Management

	Basis
	Leadership
	Management

	Origin
	Leadership originates out of individuals influence
	Management originates out of official powers and rights.

	Functions
	A leader is to motivate and guide his followers
	A manager has to plan, organize, direct and control his employees.

	Mutual relationship
	All the leaders are not the managers
	All the Managers are leaders.


1. Discuss three qualities of a leader.

Ans. a) Listening skill: A good leader is a good listener. Leaders have to create a culture where people can be frank and share the information. Receiving feedback about oneself is important.

b) Self confidence: A leader must have confidence in his own ability to accomplish tasks and meet the needs of every situation.

c) Intelligence: A Leader should examine every problem in a right perspective. He should have a logical mind and objective outlook free of bias.

2. State two advantages and two limitations of Formal communication.

Ans. Advantages   a) It is systematic and ensures orderly flow of information.

                             b) The source of communication can be known and so the responsibility can be fixed.

      Limitations     a) It is a slow moving process.

                             b) It is conveyed in an impersonal manner.

     3. What is ‘Noise’ in the process of communication?
    Ans. ‘Noise’ is the disruption interference in the process of communication. It can occur at any point            in the process of communication i.e at the point of transmission or decoding.

            For e.g if you are chatting and disruption in the network connection, if you are talking on a            phone, disconnection of the telephone line etc.

     Noise can also arise due to bad communication skill of the sender, inattentive listener,use of technical and difficult words etc. Thus Noise can be anything that hampers Understanding in the process of Communication.

4.  State three Financial incentives.

                    Financial Incentives — Incentives which are directly or indirectly associated with monetary benefits.

Non Financial Incentives — Incentives which are not measurable in terms of money.

Examples for financial Incentives — Pay, allowances productivity linked wage incentives, Bonus, Retirement benefits, Copartnership.

Eq Non Financial Incentives — Status, organizational climate, career advancement opportunity, job security etc.

Ans.. 7.       State three non monetary incentives..

(a) Job Enrichment — is a method of motivating employee by making the task to be performed by him more interesting and challenging. The job in itself serves as a source of motivation to the employee and brings out the best in him. 

(b) Suggestion System — Is a system where suggestions regarding the work procedure, environment are solicited from employees. This increase their participation & importance in the working of the enterprise and hence motivates 

                                 them.

(c) Job Security refers to making the employee feel safe in his job positions. He is not threatened by transfers or removal from service and hence performs to the best of his abilities. 
8 State  three psychological barriers to effective communication

Ans. a) Premature evaluation: If a person has a pre-conceived notion against the communication   

           then he will evaluate the meaning of the communication before he listens to it..
b) Lack of attention : The listener may be physically present and not mentally. He may be pre-
    occupied with some other thoughts.

c) Loss of transmission and poor retention.

    Many people cannot retain the information for a long period due to poor retention power.

9. Discuss Three Principles of Directing

Ans. a) Maximum Individual contribution:
               According to this principle, directing must help every individual employee to contribute his

         Best towards the achievement of organizational goal.

        b) Harmony of objectives : Directing must ensure that the individual goals of employees and 

           that of organization do not conflict with each other. Directing must aim at bringing harmony 

           among them.

      c) Follow through : Managers must continuously review whether the instructions are being 

          understood and followed by the employees or not.

10.State any three types of needs that govern human motivation.

Ans. Understanding and influencing the human behaviour requires understanding their needs. It can be-

a) Physiological needs (Need for food, clothing shelter, education etc)

b) Security needs (need of safety and freedom from fear or threat)

c) Social needs ( need for love, affection, belongingness)

d) Esteem needs ( need for recognition, need for self respect)

e) Self actualization (need to grow, sense of fulfillment)

LONG QUESTIONS

Q1 . Distinguish between Formal communication and Informal communication

Ans.. 1

	
	
	
	
	Formal Communication
	
	
	Informal Communication

	
	
	
	
	
	
	
	
	
	

	1.
	Channel
	
	1.
	It
	follows
	formal     or
	
	1.
	It  is  a  based  on  informal

	
	
	
	established  line of command.
	
	relationship  and  arises  as  a

	
	
	
	
	
	
	
	
	result  of  personal  social  or

	
	
	
	
	
	
	
	
	group
	relations
	between

	
	
	
	
	
	
	
	
	people.
	

	
	
	
	
	
	
	
	
	
	

	2.
	Nature
	
	2. Rigid
	
	
	
	2.
	Flexible
	

	
	
	
	
	
	
	
	
	

	3.
	Speed
	
	3. The speed of communication
	
	3.
	It
	transmits
	information

	
	
	
	is usually slow
	
	
	swiftly.
	
	

	
	
	
	
	
	
	
	
	
	

	4.
	Need
	
	4.
	It
	serves
	organizational
	
	4.
	It serves organizational as

	
	
	
	needs.
	
	
	
	well  as  individual  needs  to

	
	
	
	
	
	
	
	
	socialize with others.

	
	
	
	
	
	
	
	

	5.
	Records
	
	5.
	Its  record  is  kept  for  future
	
	5.
	No record can be kept.

	
	
	
	reference.
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	



.2. State the measures that can be taken to reduce the barriers to effective communication

	Ans.. 23.
	The  barriers  to  an
	effective  communication  can  be  reduced  by  following

	
	measures :—
	

	
	(i)
	Clarify  the  Idea  :  Clarify  in  the  thoughts  of  the  sender  is  must  for  effective

	
	
	‘communication’.

	
	(ii)
	Use  of  proper  people  language  :  Sender  should  try  to  make  the  message

	
	
	meaningful and understandable by using appropriate words.

	
	(iii)
	Message  should  be  precise  :  Lengthy  and  unwarranted  elaboration  makes

	
	
	message less meaningful this should be avoided.

	
	(iv)
	Ensure  proper  feedback  :  The  sender  of  the  message  should  take  the

	
	
	feedback from the receiver. Feedback of the conveyed message is an essential

	
	
	tool to the check that the message is duly understood.

	
	(v)
	Effective  use  of  organisation  Facilities  :  Effective  use  of  organizational

	
	
	facilities  like  suggestion  box  complaint  box  secret  box  helps  in  making  the

	
	
	communication effective.


Q3. Discuss in brief the functions of a Supervisor

Ans.  Supervision means overseeing the subordinates at work. Supervision performs the   following            important   functions   which   help   the   organisation   to   achieve objectives function of the          supervisor:
a) Planning the work: The supervisor has to determine work schedule for even and steady flow of    work. 

b) Issuing orders: The supervisor issues orders and instructions to the workers for achieving     coordination. 

c) Providing guidance and leadership : The supervisors leads the workers of his department. He fixes     production targets for them & provides them the necessary guidance for doming the work assigned     to them. 

d) Motivation : The supervisor motivates his subordinates by providing financial and non financial incentives. He inspires them for higher quality & productivity. 

e) Controlling output — The supervisor controls the performance of the workers by comparing their performance with the standards. He also takes necessary action to ensure that production is done according to the predetermined standards. 

Q4 Discuss six monetary Incentives.

Ans. The incentives that have a monetary and financial benefit are called financial incentives. They are-

a) Profit sharing :  It has been accepted that the profit earned by the firm is also due to the effort put by the workers. So they have a full right to receive a share in it. It is an effective incentive which satisfies the workers.

b) Co-partnership:  Under this system, employees share the capital as well as the profits. Under employees stock option plan the workers are given shares. They are also given Bonus shares and they share the ownership of the firm. It motivates them as they share the profits too.

c) Productivity linked wages: Under this system, a sales person is guaranteed a minimum wage as well as commission on sales. A commission plan motivates him to work better.

d) Suggestion system: Valuable suggestions are accepted and the most valuable ones are also rewarded with cash money.

e) Retirement benefits: Every employee wants his future to be secured. The firm provides retirement benefits, pension, provident fund, gratuity etc.

f) Perks: various perks such as housing, car allowance foreign trips etc can be given to the managers to boost up his morale.

Q5 Discuss the Importance of Communication .

Ans. Communication is a process of understanding between the persons through exchange of ideas, 
       messages, suggestions etc. It is important due to the following reasons –

a) It facilitates Planning : Participation of all the executives in planning is a pre requisite for getting the task done. This participation is possible only when the managers and employees interact with each other. There should be no communication gap.

b) It helps in decision making. Most of the decisions are taken up by the top level management. But for decision making, right type of information is required from different persons.It is through communication that people come together in a firm, managers can identify the problems faced by the employees, so that he can take the decisions effectively.

c) It helps in the process of motivation :

Sharing of the information with the subordinate gains their confidence and willing cooperation. Discussion on common interest of the management and workers is a source of satisfaction for the employees as it gives them recognition. It increases their morale of doing work.

d) It is a basis of effective leadership.

A good communicator is a good leader. Through good communication skill, the manager comes closer to his subordinates and removes the misunderstanding. Thus it is the basis of leadership.

UNIT 8 
Controlling

VERY SHORT QUESTIONS (1 mark question)

1. What is meant by controlling?

Ans.. - Under controlling deviations are sought to be noticed in the actual work progress and the standards already determined, the causes of deviations are found out and corrective action is taken so that in future the mistakes are not repeated. 

2. Which function of management ensures that actual activities confirm to planned activities?

Ans.. It is controlling.

3. Name the function which reviews the operations in a business unit.

Ans.. Controlling function.

4. Why it is said that ‘planning is meaningless without controlling’?

Ans.. Because in the absence of controlling no will take it seriously to work according to the plAns. and hence, the plan will fail.

5. Why it is said that ‘controlling is looking back’?

Ans.. Because under it, a manager tries to find out whether the work has been done according to the standards or not.

6. Give meaning of the term’ Deviation’ as used in the control function of management.

Ans.. Deviation refers to the difference between actual performance and standard work.

7. Name the two situations in which corrective action is not required.

Ans.. (i) Zero Deviation   (ii) Positive Deviation.

8. State any one advantage of ‘Critical-point Control’ and ‘Management by Exception.’

Ans.. By taking care of important deviations both time and efforts are saved.

9. Why it is said that ‘planning is looking back’?

Ans.. Because the planning is done on the basis of the happening of the past.

10. What is meant by ‘Budget’?

Ans.. A budget is a quantitative expression of the plan of action.

11. What do you mean by Quantitative Standards?

Ans.. They are the standards which are shown with the help of figures, e.g., production of 10 units by a laborer in a day.

Short questions (3/4 marks questions)

1. “Controlling is a pervasive function.” Explain.

Ans.. The controlling is a pervasive function of the management as it is performed in all organizations (business and non-business) and at all managerial levels. It is that function of management under which every manager at every level assures that the actual progress is in conformity with the plans..
2. “An effort to control every thing may end up controlling nothing”. Comment.

Ans. This statement is absolutely right. Here the ‘principle of critical point control’ is applicable. According to this principle, those points or activities should be determined in the very outset which have an important role to play in ensuring the actual work progress in accordance with the plans. These are known as Key Result Areas- KRAs. It means that the managers should not be involved in small insignificant activities but should pay more attention to those activities where unfavourable results can cause heavy loss to the enterprise. 

3. Differentiate between the ‘Principle of Critical – point control’ and Principle of Management by exception’.

Ans. Under the principle of critical point, it is sought to be understood on which points or activities control will be profitable, while in the principle of exception deviation is taken care of in respect of the pre-determined critical points and in case of especially good or especially good or especially bad deviation in respect of some particular critical point corrective action is taken.

4. Explain any three types of Budgets.

Ans. (i) Sales Budget: Sales budget is a detailed plan of sales which gives the details about the estimated sales within a definite period of time. It shows as four things in connection with the sales: Goods, Quantity, Price and Period of time.

(ii) Production Budget: this budget is based on the sales budget. This budget determines the quantity of different products to be produced and their time of production.

(iii) Cash Budget: When all the expenditure budgets have been prepared, the cash budget is prepared last of all. This budget gives an estimate of the cash receipts and payments.

 5. What are the Limitations of controlling?

(i) Difficulty in setting quantitative standards: Control system loses some of its effectiveness when standards cannot be defined in quantitative terms. Employee morale, job satisfaction and human behaviors are such areas where this problem might arise.

(ii) Little control on external factors: Generally an enterprise cannot control external factors such as government policies, technological changes, competition etc. 

(iii) Resistance from employees: Control is often resisted by employees. They see it as restriction on their freedom. 

(iv) Costly affairs: Control is a costly affair as it involves a lot of expenditure, time and efforts. 

LONG QUESTIONS (5/6 marks questions)

Q: What is meant by ‘Controlling’? Discuss the importance of controlling.

 Control is an indispensable function of management. Without control the best of plAns. can go awry. A good control system helps an organization in the following ways:

(i) Accomplishing organizational goals: the controlling function measures progress towards the organizational goals and brings to light the deviations, if any, and indicates corrective action. 

(ii) Judging accuracy of standards: a good control system enables management to verify whether the standards set are accurate or not. An efficient control system keeps a careful check on the changes taking place in the organization and in the environment and helps to review and revise the standards in light of such changes.

(iii) Making efficient use of resources: By exercising control, a manager seeks to reduce wastage and spoilage of resources. This ensures that resources are used in the most effective and efficient manner.

(iv) Improving employee motivation: a good control system ensures that employees know well in advance what they are expected to do and what are the standards of performance on the basis of which they will be appreciated. 

(v) Ensuring order and discipline: Controlling creates an atmosphere of order and discipline in the organization. It helps to minimize dishonest behaviors on the part of the employees by keeping a close check on their activities.

(vi) Facilitating coordination in action: Controlling provides direction to all activities and efforts for achieving organizational goals. 

Q.2 Explain the relationship between planning and controlling.

Ans. The relationship between planning and controlling can be divided into the following two parts.

        (i) Interdependence between Planning and Controlling.

       (ii) Difference between Planning and Controlling.

 (i) Interdependence between Planning and Controlling. Planning is meaningless without controlling and controlling is blind without Planning. Both the aspects of the interdependence of planning and control have been discussed below:

(a) Planning is meaningless without Controlling: if the process of controlling is taken away from management no person working in the enterprise will take it seriously to work according to the plans and consequently, the plans will fail.

(b) Controlling is blind without Planning: Under the system of controlling actual work performance is compared with the standards. Hence, if the standards are not determined there is no justification left for control and the standards are determined under planning. 

(ii) Difference between Planning and Controlling 

Yes, planning and controlling are incomplete and ineffective without each other but it doesn’t mean that both are not independent. Reasons are:

(a) Planning is looking Ahead whereas Controlling is Looking Back: Plans are always formulated for future and determined the future course of action for the achievement of objectives laid down. On the contrary, controlling is looking back because under it a manager tries to find out, after the work is completed, whether it has been done according to the standards or not. 

(b) Planning is the first function and Controlling is the last function of Managerial Process: the managerial process moves in a definite sequence- like planning, organizing, staffing, directing and controlling happens to be the last step.

Q.3. Explain briefly the various steps in the process of control.

Ans.. Following are the steps of controlling process:

(i) Setting Performance Standards: the first step of controlling is to set performance standards. Standards are those criteria s on the basis of which the actual performance is measured. Thus, standards serve as benchmarks towards which an organization strives to work. Standards can be set in both quantitative as well as qualitative terms.

(ii) Measurement of Actual Performance: the second step in the controlling process is the measurement of actual performance. The measurement of actual performance is done on the basis of pre-determined standards. The measurement of actual performance tells the manager whether the work has been done according to the plan or not.

(iii) Comparison of Actual Performance with Standards: At this step, actual performance is compared with the standards and deviations are found out.

(iv) Analyzing Deviations: Deviations are examined the light of pre-determined Deviation Tolerance Limits. If the deviations are within limits they can be avoided.  But if they cross the limits, they should be reported to the higher level managers without any delay.  There are two important principles regarding this:

(a) Principle of Critical Point Control: According to this principle, those activities should be determined in the very outset which have an important role to play in ensuring the actual work progress in accordance with the plans.  These are known as Key Result Areas – KRAs. It means that the managers should not be involved in small insignificant activities but should pay more attention to those activities where unfavourable results can cause heavy loss to the enterprise.                      

(b) Management by Exception; Management by exception, is an important principle of management control based on the belief that an attempt to control everything results in controlling nothing.  Thus, only significant deviations which go beyond the permissible limit should be brought to the notice of management.

(v) Taking Corrective Action: The last but the most important step in the controlling process is taking corrective action. By now the deviations and their causes become known. Now is the turn of removing the hurdles in the actual work progress. The purpose of corrective action is to bring the actual work progress to the level of expected progress. 

Q4. What is meant by ‘Budgetary Control’? State its any four advantages.

Ans.. Budgetary control is a system which uses budgets as a means of controlling. It means that when different activities of a business enterprise are sought to be controlled with the help of budget, it is called budgetary control.
Advantages of Budgetary Control

(i) Helpful in Attaining Organizational Objectives:  Budgets are based on plans and all the departmental managers are informed about the expectations each one of them. The departmental managers put in their best efforts to achieve their target and consequently it helps in attaining the organizational objectives.

(ii) Source of Motivation for Employees: this technique prescribes the objectives for the employees. Their performance is matched with the standards. If the results are positive, they are appreciated. This motivates them.

(iii) Optimum utilization of Resources: Budgetary Control divides the resources among all the departments in an appropriate manner. This makes it possible the Optimum utilization of available Resources in the organization.

(iv) Achieving Coordination: By implementing this system, the activities of all the departments are directed towards a single goal. In this way, all the departments work for the attainment of the common goal. Consequently, coordination is established among them.

(v) Facilitates Management by Exception: Management by exception means bringing only the important deviations to the notice of the higher rank managers. Budgetary Control makes every deviation- big or small noticeable. Small deviations remain confined to the subordinates and a report about the big deviations is sent to higher authorities.

Unit  9 

 Business Finance

VERY SHORT QUESTIONS ( 1 MARK)

1. Define Financial Management.
Ans.. Financial Management is the operational activity of a business that is responsible for-

a) Obtaining   b) effectively utilizing the funds necessary for efficient operations.

2. What is meant by Financial Planning?
Ans.. Financial Planning refers to determination of firms financial objectives,

         Financial policies and financial procedure.

3. What is Working Capital ?

Ans.. The capital required for day to day operations of the business is called Working capital.

4. State the difference between gross working capital and net working capital.

Ans.. Gross working capital is the sum/ aggregate of the current assets, whereas

      Net working capital = Current assets – current liabilities.

5. State the decisions involved in Financial management.

Ans.. a) Investment decision    b) Financing decision     c) Dividend decision

6. State the primary objective of Financial management.

Ans.. To maximize the shareholders wealth.

7. What is meant by capital budgeting decision?

Ans.. A long term Investment decision is called capital budgeting decision.

8. State twin objectives of financial planning.

Ans.. a) to ensure  availability of fund whenever required.

        b) to see that the firm does not raise funds unnecessarily.

9. What is capital structure?
Ans.. Capital structure is the relative proportion of different sources of long term finance.

SHORT ANS.WER QUESTIONS (3 / 4 MKS)

1. State the Current assets in the order of their liquidity.

Ans. a) cash in hand/bank

       b) Marketable securities

       c) Bills receivable

       d) Debtors

       e) Finished goods Inventory

       f) Work in progress inventory

       g) Raw materials

       h) Prepaid expenses

2. “To avoid the problem of shortage and surplus of funds, what is required in Financial management? Name the concept and explain four points of importance.

Ans..Financial Planning is required to avoid shortage or surplus of finance.

       It is important because-

a) By planning utilization of finance, it reduces waste ,duplication of efforts and 

      gaps in the planning. 

b) It helps in coordinating the various business activities such as sales, purchases, production, finance etc.

c) Financial planning helps in setting up standard performance and thereafter it is compared with the actual performance. The deviations, if any are analysed,

Causes found out and corrective action is taken. Thus it is a technique of control.

d) It helps in avoiding shocks and surprises as proper provision regarding 

      shortage or surplus is made in advance by anticipating future receipts and

       payments.

3. State how ‘Leasing’ affects the requirement of fixed capital.

Ans.  If a company, instead of purchasing the fixed asset, acquires it on lease will require less working capital. Thus the huge funds will not be blocked and by paying the lease rent periodically, the benefit of the Asset can be acquired without owning it The fund saved can be utilised at more significant urgent long term projects.

4. Explain the role of ‘Operational efficiency’ in the determination of working capital requirement.

Ans. The firm with a better operational efficiency has to invest less in Debtors and stock ( Working capital) because-

a) they convert raw materials quickly into finished goods, and sell them at their earliest. i.e converts stock into sales quickly.

b) Promptly collects debts from debtors and bills receivable.

5. Discuss how Working capital affects both the liquidity and profitability of a business.

Ans. Short term Investment decisions, also called working capital decisions are concerned with the decisions about the level of cash, inventory and debtors.

Efficient cash management, Inventory management and receivable management are essential ingredients of sound working capital management.

   

The working capital should be neither more or less than required. Both the situations are harmful. If the amount of working capital is more than required, it will no doubt increase the liquidity but decrease the profitability. Similarly if there is a shortage of working capital, it will face the problem of meeting day to day requirements.

 

Thus optimum amount of current assets and current liabilities should be determined so that the profitability of the business remains intact and there is no fall in the liquidity.

6. How does ‘Interest coverage ratio’ affects the capital structure.

Ans. The interest coverage ratio refers to the number of times earnings before interest and taxes of a company covers the interest obligations.


Interest coverage ratio = EBIT/Interest


Higher the ratio, better is the position of the firm to pay its interest obligations, so   

      it should issue debt. On the other hand if it is low, the firm should avoid using debt as 

      interest is to be paid irrespective of profits.

7. State four reasons why Capital budgeting decisions are more significant and should be taken rationally.

Ans.  The long term Investment decision is called capital budgeting. It is more important due to the         following reasons-

a) Long term growth and affects : As capital budgeting decisions involve investment in long term fixed assets, it affects the long term growth.

b) Large amount of funds involved : As huge amount of fund is blocked for a long period, the decision should be taken rationally.

c) Risk involved : As such a decision affects the returns of the firm as a whole, it involves more risk.

d) Irreversible decisions : These long term decisions taken once cannot be reversed back, without incurring heavy losses. It will lead to waste of fund, if reversed.

            Thus capital budgeting decisions should be taken after careful study and deep    

            analysis.

8. State how ‘Contractual constraints’ affect dividend decision.

Ans. The various financial Institutions providing long term loan to the firm puts a number of restrictions on the firm and interfers in the management in various decisions. Thus they also impose restriction on the payment of dividend. The dividend declared should not violate the terms of loan agreement.

Whether to follow a liberal policy or a conservative policy, the contractual constraints are to be considered.

9. What is Financial risk? How does it arise?
Ans.  It refers to the risk of the company not being able to cover its fixed financial cost. Fixed financial cost includes payment of interest that is to be paid irrespective of profit.

The higher level of risk are attached to higher degrees of financial leverage. If EBIT(Earnings before interest and tax) decreases, financial risk increases as the firm is not in a position to pay its interest obligations. Thus the risk of default is called Financial risk. The firm should overcome the situation accordingly or will be forced towards liquidation.

10. Define current assets and Give four examples.

Ans. Current assets also called as floating assets or fluctuating assets are short term assets whose value fluctuates in the short period. These assets are required to pay off the current liabilities. For e.g cash in hand/Bank, Inventory, Debtors. Bills receivable, Marketable securities etc.

LONG QUESTIONS ( 5/6 MKS)

1.Discuss in brief the factors affecting capital structure.


OR

‘Determination of capital structure of a company is influenced by a number of factors’ explain six such factors.

Ans. Capital structure refers to the relative proportion of different sources of long term finance. Following factors are to be considered before determining capital structure.

a) Cash flow position: The cash available with the company should be enough to meet the fixed interest liabilities. Interest on debt is to paid irrespective of profits. A company has to meet working capital requirements, invest in fixed assets and also pay the interest and principal amount of debt after a particular stipulated period. If cash position is sound, debt van be raised, and if not sound debt should be avoided.
b) Interest coverage ratio : it is the ratio that expresses the number of times the Net profit before interest and tax covers the interest liabilities. Higher the ratio, better is the position of the firm to raise debt.

c) Control : Issue of Equity shares dilutes the control of the existing shareholders , whereas issue of debt does not as the debenture holders do not participate in the management decisions as they are not the owners of the fir. Thus if control is to be retained, equity should be avoided.

d) Stock market conditions : If the stock market is bullish, the investors are adventurous and are ready to invest in risky securities, equity can be issued even at a premium whereas in the Bearish phase, when the investors become cautious, debt should be issued as there is a demand for fixed cost security.

e) Regulatory framework : Before determining the capital structure of a company , the guidelines of SEBI and concerned regulatory authority is to be considered. For e.g companies Act, Banking regulation Act etc are to considered.

f) Tax rate : As interest on debt is treated as an expense, it is tax deductable. Dividend on equity is the distribution of profit so is not tax deductable. Thus if the tax rates are high, issue of debt is an attractive means as it is economical in nature.

2. Explain briefly five factors determining the amount of fixed capital.

Ans. Fixed capital refers to the capital which is used for the purchase of fixed assets, such as land, building, machinery etc.

Following factors are to be considered before determining its requirement.

a) Nature of Business: If a firm is a manufacturing fir, it requires to purchase fixed assets for the production process. It needs investment in fixed assets, so require more fixed capital. Similarly if it is a Trading firm where the finished goods are only traded i.e purchased and sold, it needs less fixed capital.

b) Scale of operations larger the size and scale of operations larger is the requirement of the fixed capital and vice versa.

c) Choice of technique: The Manufacturing firm using the modern, latest technology machines has to invest more funds in the fixed assets, so they require more fixed capital. On the other hand, firms using the traditional method of production where the task is performed manually by the labourers, it requires less fixed capital.

d) Diversification : There are few firms and organizations who deal in a single product. These investment in fixed assets is low, whereas the firms dealing in number of products ( Diversification) requires more investment in purchasing different fixed assets, it requires more fixed capital.

e) Financing alternatives: If the manufacturing firm actually buys the assets and blocks huge funds in the fixed assets, it requires more fixed capital. The companies who acquire the fixed asset and use them by obtaining leasing facilities, it requires less fixed capital. Leasing is suitable in high risk lines of business where huge funds should not be blocked in the fixed assets.

3. What is meant by Working capital? How is it calculated? Discuss five determinants of working    capital requirements.

Ans. Working capital is the capital required for meeting day to day requirements/operations of the business.

Net working capital= current assets – current liabilities.
Following factors are to be considered before determining the requirement of working capital.

a) Scale of operations: There is a direct link between the scale of business and working capital. Larger business needs more working capital as compared to the small organizations.

b) Nature of Business: The manufacturing organizations are required to purchase raw materials, convert them into finished goods, maintain the stock of raw materials, semi finished goods and finished goods before they are offered for sale. They have to block their capital  for labour cost, material cost etc, so they need more working capital. In the trading firm processing is not performed. Sales are affected immediately after receiving goods for sale. Thus they do not block their capital and so needs less working capital.

c) Credit allowed: If the inventory is sold only for cash, it requires less working capital as money is not blocked in debtors and bills receivable. But due to increased competition, credit is usually allowed. A liberal credit policy results in higher amount of debtors, so needs more working capital.

d) Credit availed: If goods are purchased only for cash, it requires more working capital. Similarly if credit is received from the creditors, the requirement of working capital decreases.

e) Availability of Raw materials: If the raw materials are easily available in the market and there is no shortage, huge amount need not be blocked in inventories, so it needs less working capital. But if there is shortage of materials, huge inventory is to be maintained leading to larger amount of working capital. Similarly if the lead time is higher, higher amount of working capital is required.    

4. ‘Every Manager has to take three major decisions while performing the finance function’ Briefly     explain them.

Ans.  The three important decisions taken by the finance manager are as follows –

1) Investment decision: It refers to the selection of the assets in which investment is to be made by the company. Investment can be made in Long term fixed assets and short term current assets. Thus Investment decision is divided in two parts :

(a) Long term Investment decisions: Such decisions are also called Capital Budgeting decisions. It relates to the investment in long term fixed assets. As such decisions affects the growth of the firm, it involves huge fund to be blocked for a long period, and such decisions are irreversible in nature, they should be taken carefully after making a comparative study of various alternatives available. 

(b) Short term Investment decision (Working capital decision): It refers to investment in short term assets such as cash, inventory, debtors etc. Finance manager has to ensure that enough working capital is available to meet the day to day requirements. It should also ensure that unnecessarily high reserve of working capital should not be retains as it decreases the profitability. Thus profitability and Liquidity are to be compared and appropriate amount kept as working capital.

2. Financing decision: There are various sources of obtaining long term finance such as Equity shares, preference shares, term loans, Debentures etc. For taking financing decision and deciding the capital structure various factors are to be considered and an analysis of cost and benefit is made.

3. Dividend decision: It refers to the decision related to the distribution of profit. The finance manager has to decide as to how much amount of profit is to be distributed as Dividend and how much to be retained in the business. If too much retained earnings are maintained, it dissatisfies the shareholders as they receive less dividend. Similarly if a liberal dividend policy is followed, though the shareholders are satisfies, but the firm does not have enough reserve for future growth, expression, meeting contingency etc. 

5. What is meant by ‘Financial management’ Discuss its role.

Ans.  Financial management refers to that part of the management which is concerned with the efficient planning and controlling the financial affairs of the enterprise. Financial management plays the following role.-

a) Determination of fixed assets : Fixed assets have an important contribution in increasing the earning capacity of the business. Long term investment decisions also called capital budgeting decision of Rs 50 crore would raise the size of fixed assets block by this amount.

b) Determination of current assets : Current assets are needed to meet the day to day transactions of the business. The total investment in current assets is to be determined and the split up into its elements is required. For e.g if it is decided to maintain current assets of Rs 20 lakh, further decision is to be made as to how much cash is required, how much amount to be invested in debtors, stock etc.

c) Determination of long term and short term finance : Under this a Finance manager has to maintain a proper ratio of short term and long term sources of finance after estimating its requirement.

d) Determination of proportion of various long term source of finance : A balanced decision related to capital structure is to be made . The proportion of debt and equity is to be determined.

e)Determination of various items in the Profit and loss account-The financial decisions affect the various items to appear in the profit and loss account. For e.g depreciation on fixed assets, interest on debt  etc.

UNIT 10 
FINANCIAL MARKETS

VERY SHORT QUESTIONS ( 1 marks )

1.What is a financial market ?

Ans. It refers to the market which creates and exchanges financial assets.

2. What are financial assets?
Ans. It refers to the financial instruments or securities. For e.g shares, debentures, treasury bills, commercial paper etc.

3. What is floatation cost?
Ans. The expenditure incurred in issuing the securities is called floatation cost. For e.g underwriting commission, advertising etc.

4.What is a zero coupon bond ?

Ans. It is a financial instrument for which no interest is paid but is issued at a discount redeemable at par.

5.State the components of capital market ?

Ans. a) Primary market        b) secondary market.

6. Name two buyers of Commercial paper .

Ans. a) Banks      b) Insurance companies.

7.What is meant by “Near money”

Ans. All very short term securities are called near money For e.g marketable securities.

8.What type of trade-off function is performed by the money market?

Ans. The money market establishes a balance between short term financial supply and short term financial demand.

9.State two promoters of NSEI.

Ans. a) Industrial development bank of India (IDBI)

        b) Life insurance corporation of India (LIC)

10.How many stock exchanges are there in India .

Ans. There are 24 stock exchanges in India.

12. Name two advisory committees set up by SEBI.

Ans. a) Primary market Advisory committee.
        b)Secondary market advisory committee.

13. What is price rigging ?

Ans. It refers to the manipulation of prices of the securities by agents/company for their own profits.

14.On what lines was OTCEI started ?

Ans. It was started on the lines of NASDAQ (National Association of securities Dealers Automated Quotation)

15.Name the system where there is electronic book entry form of holding and transferring the securities.

Ans. Dematerialisation.

16.What is ‘Demutualisation of securities’

Ans. It separates the ownership and control of stock exchanges from trading rights.

17. Name the Benchmark index of BSE.

Ans. SENSEX.

18. When was SEBI established?
Ans. It was established in 1988 but was given statutory status in 1992.

19. State the segments of NSEI.

Ans. a) Wholesale debt market     b) Capital market segment

20. State one development function of SEBI

Ans. to carry out research work.

SHORT ANS.WER QUESTIONS ( 3/ 4 mks)

1. State four objectives of SEBI.

Ans. .a) To regulate stock exchanges and the securities industry and to promote their orderly functioning.

b)To protect the rights and interests of the Investors.

c) To prevent unfair trade activities/ trading malpractices.

d) To regulate and develop a code of conduct for intermediaries such as brokers, agents etc.

2. State three objectives of NSEI.

Ans. a)To ensure equal access to investors all over the world.

       b) To provide fair, efficient and transparent trading of the securities electronically.

       c)To provide facilities of international standards.

3. State three advantages of OTCEI.

Ans.  a) To provide a trading platform to smaller and less liquid companies.

         b) It is economical in nature as it involves low cost of new issue.

         c) It is a transparent system of trading with no problems of bad deliveries.

         d) it is suitable for family concerns and closely held companies.

4. State four features of Commercial paper.

Ans. a) Commercial paper is debt instrument issued for a period of 15 days to one year

        b) These are issued in the form of unsecured promissory note.

        c) These are transferable by mere endorsement and delivery.

        d) These are issued by large and creditworthy companies.

5. State three features of Treasury bills.

Ans. a) Treasury bills are instruments of money market issued by the Government of India.They are            freely transferable.

        b) They are issued in the multiples of 25000.

         c) These are in the form of Zero coupon bond , that is issued at a discount redeemable at par. No             interest is given on such securities.

6. How is Private placement a cost effective method of raising finance.

Ans. In case of Private placement, new securities are issued to selected groups or persons at fixed price. For e.g to Insurance companies, financial institutions etc.

It does not involve expenses such as underwriting, brokerage, advertisement etc.

Besides it also saves time. Thus it is economical in nature.

7. What is e-IPO. ?

Ans. It is in of the method of floating new issue of shares or debentures in the market. Under this method, a company enters an agreement with the stock exchange to issue the securities to the public through the on – line system of the stock exchange. The issuer company has to appoint a Registrar having electronic connectivity with the exchange. The brokers registered under SEBI are appointed to accept application and place orders with the company.

8. State four regulatory functions of SEBI.

Ans. a) registration of Intermediaries such as Merchant agents, Brokers and sub brokers.

b) Registration of Mutual fund agencies and collective Investment schemes.

c) Regulation of the stock exchanges through conducting enquires, sudden Inspection, audit of the stock exchange and intermediaries.

d) regulation of the Takeover bids of companies.

9.State four differences between primary market and secondary Market.

	Primary market
	Secondary market

	a) It is the market where the securities are issued for the first time. It is also referred as New issue market.
	a) It is the market where the existing securities are traded. It is also called stock Exchange.

	b) The prices of the securities are determined by the company
	b) The prices of the securities are determined by the forces ofm demand and supply of the securities.

	c) Here, only buying of the securities take place.
	c) Here, buying and selling of the securities , both take place.

	d) Securities are sold by the company directly to the investors
	d)Ownership of the securities is exchanged among the investors. The company is not involved at all.


10.State four differences between Money market and Capital market.


	Basis
	Money market
	Capital market

	Duration
	Money market securities are for the short period of less than one year. It can range from one day to 365 days.
	Capital market securities are for a long period of more than one year.

	Instruments
	The instruments are Call money market, treasury bills, trade bills, commercial paper and certificate of deposit.
	The instruments are shares, debentures bonds.

	Participants
	The participants are RBI, banks, insurance companies, financial institutions.
	The participants are banks, corporates, general public, foreign investors, financial institution etc.

	Liquidity
	Money market securities are more liquid specially due to the presence of Discount finance house of India
	Capital market securities are also liquid but less as compared to money market securities.


LONG QUESTIONS ( 5/6 marks)

1. Discuss in brief the methods of floating new issues in the primary market.

OR

    The Directors of a company want to modernize its plant and machinery by making a public issue of shares. They wish to approach the stock exchange, while the finance manager prefers to approach a consultant for the new public issue of shares. Advise the directors whether to approach the stock exchange or a consultant for new public issue of shares and why? Also advise about the different methods which the company may adopt for new public issue of shares.

Ans.. The directors should approach to the consultant for new public issue of shares as this is the case of primary market.

 Primary market is the market where the securities are issued for the first time by the   

         company. Following are the methods of floatation-

a) Issue through prospectus- Prospectus is an invitation made to the public for the subscription of the securities. It is an old and popular method of issue. It is the direct appeal to the public. It requires proper Listing of the securities. Minimum subscription is to be collected before the allotment of shares.

b) Offer for sale : As issue of prospectus is a time consuming method, public can be invited indirectly through intermediaries such as Issuing houses, brokers etc. The securities are sold to the intermediaries at a determined price who in turn reseel to the public.

c) Private placement : Under this method, the company does not invite general public for subscription but offers and allots the shares to selected organizations and individuals such as Insurance companies, financial institutions etc. It is less expensive and saves time.

d) Rights issue : Under this method the existing shareholders enjoy “pre-emptive right”. Thus the shares are initially offered to the existing shareholders at a price lower than the market price. 

e) E-IPOs : A company invites the public for the subscription of the securities through on-line system. The registered members of the SEBI are appointed to accept the applications of the investors and place to the company.
2. Explain the various Money market securities.

Ans. Money market is the short term security market. Following are the instruments dealt in money market.

a) Treasury bills: It is a short term borrowing by the Government of India. It is also called a zero coupon bond as no interest is paid on such bills but they are issued at a discount redeemable at par. These are issued in the multiples of 25000. these are issued by the RBI on behalf of government of India. They are issued in the form of promissory note, but they enjoy a lot of public trust as it is backed by the Government. They are highly liquid.

b) Commercial Paper : These are unsecured promissory notes issued by highly creditworthy companies. These are negotiable instrument that can be transferred by mere delivery with a fixed maturity period. It usually has a maturity period of 15 days to one year. The purpose of commercial paper is to meet the short term needs i.e working capital requirements. It is also used for ‘bridge financing’

c) Call money : It is a short term finance repayable on demand, with a maturity period of one day to 15 days. It is required to meet the requirements of CRR determined by Reserve bank of India. Commercial banks require minimum balance to be kept with RBI as CRR. When the cash reserve ratio increases, banks fall short of reserve so the need for call money arises. It is a method where one bank borrows from another to maintain its cash reserve ratio.

d) Certificate of deposit: CD are unsecured negotiable short term instruments in the bearer form issued by the commercial banks and Financial institutions. These can be issued to the individuals or corporations during periods of tight liquidity when the demand for credit is high.

e) Commercial bills : These are the trade bills issued to meet the working capital requirement. The trade bill issued by the Drawer(Supplier) and accepted by the Drawee (Debtor) can be discounted with the bank for meeting short term requirements. It is a negotiable instrument and can also be endorsed from one person to another.

3. “Stock exchange is the barometer of the economy” In the light of the statement, discuss the functions of the stock exchange.

Ans. As the barometer measures the atmospheric pressure, the stock exchange measures the growth of the econo,y. it performs the following vital functions :

a) Provides liquidity and marketability of securities : The stock exchange provides a market where the securities can be converted into cash and vice versa. The marketability of the existing securities take place easily.

b) Pricing of securities ; Stock exchange is a mechanism where the prices of the securities are determined by the forces of demand and supply of the securities. It is a useful information for buyers, sellers, loan institutions etc.

c) Safety of transactions : The membership, operation of the stock exchange is regulated by SEBI through its protective and Regulatory functions. The listing of the securities is compulsory which protects the interests of the investors.

d)  Contributes to Economic Growth : The stock exchange leads to capital formation and allocation of resources through the process of investment and disinvestment of the securities. As buying and selling of securities take place funds are available to the eligible companies and savings are channelised.

e) Spreading of equity cult : The stock exchange provides facilities for educating the  

      investors and creating trust in the minds of investors and leads to better trading 

      practices.  
f) Provides scope for speculation : Speculation is a legal activity if it is performed  

      within the regulations determined by SEBI. Healthy speculation is encouraged to  

      ensure liquidity and price continuity in the stock market.

4. “SEBI is the watchdog of the securities market” Do you agree? Give four reasons to support your      Ans.wer.

Ans.  Yes, I do agree that as SEBI performs many protective functions for the security market. They are as follows :

a) To check unfair trade practices such as to supply misleading statement to the public, price rigging

b) To check insider trading in securities. Insider trading means the buying and selling of the securities by those persons (Directors, promoters) who have some secret information of the company and wish to take advantage of it. It hurts the interest of the common man.

c) To provide education to the investors so as to protect them from being exploited by unfair means. or unhealthy activities of the intermediaries.

d) To promote code of conduct relating to the security market (for the companies, stock exchange and intermediaries)
5. Explain the trading procedure on NSEI.

                          OR

    Explain the procedure of trading on the stock exchange.

Ans. The selling and the buying process of securities on the NSEI is as under :

a) Placing the order: First of all the person buying or selling the security places an order. He mentions the company whose securities are to be traded, quantity and time period.

b) Conveying the message to computer: As soon as the terminal operator receives the order from the customer, he feeds it on the computer. All the terminal operators simultaneously feed their orders online.

c) Matching: The computer matches the orders. Whenever the computer matches a suitable buying and selling order, it shows the list on the computer.

d) Accepting the order: After obtaining the correct match, the order is accepted by both the parties.

e) Delivery and payment : After the transaction is settled, it payment is done as per the regulations of NSEI

UNIT-11  
Marketing Management
1. Define market in modern marketing sense?

Ans.. It refers to a set of actual and potential buyers of a product or services.

2. Give two examples of services which can be marketable?

Ans. Computer, education, insurance.

3. What are market offerings?

Ans.. Market offering refers to a complete office for a product or service, having given features like size, taste quality etc. At a given price, available, at a given out let or location.

4. Anything that is of value to the other can be marketed .List what all can be marketed?

Ans.. A product or a service, person, a place, an idea an event (like DLF IPL, Cricket championship 2010) an organization experience, properties.

5. What is marketing research?

Ans.. It means application of resource of research process in solving the marketing problem. 

6. What is marketing mix?

Ans.. It refers to the combination of four basic elements product, price, promotion and the place, known as the four P’s of marketing.

7. What is trademark?

Ans.. Trademark simply means mark of a trade carried on by an identified entity. It is usually a sign mark or a symbol, word or words.

8. What is a labeling?

Ans.. A label identity is the product or brand. Labels are attached one to the product package to help the identification and provide some identity to the customer. 

9. List two examples of shopping product and specialty product?

Ans.:- Shopping Product:- Furniture, jewellery

          Speciality Product:- Antique pieces jewellery

10. What is a product?

Ans.. It means good or services or anything of value which is office to the market for exchange. 

11. Give example of direct channel?

Ans.- Mc Donald, Bata, Eureka forbs.

12. What is advertising?

Ans.-It is an impersonal form of communication which is paid for by the markets to promote some goods or services.

13. What is personal selling?

Ans.- Personal selling is the act of presenting of product or services so that the consumer appreciate the need for it and mutually satis factory sales follows.

14. Define sales promotion?

Ans.- Sales promotion refers to short term incentives other than advertising and personal  selling at stimulating markets demand for product.

15. What do you mean by publicity?

Ans.-Publicity is any promotion communication regarding an organization or products where the message is not paid by the organisation   benefiting from it.

16. What is Branding?

   Ans.. It can be designed as the process of using a name term , symbol or design to identify a  product.

     17. What is package?

    Ans.. The container which carries the product is called package.

18. What is packaging?

Ans.. Packaging is defined as a ser of tasks or activities which is concerned with the design and production of an appropriate container for the product

. 

19. Name one of the first companies in the world to actively study the influence of consumer products on the environment.

Ans.. - Procter and Gamble

20. Give two examples of convenience product.

1. Ans..- (i) Bread (ii) Ice cream.

21. What factor changes want into demand?

Ans.. Money or purchasing power and willingness to spend the money.

22. Which goods last long and contribute directly to the making or developing of finished goods?

Ans.. Capital Goods.

23 Name  the elements which are popularly known as 3 p’s if marketing.

Ans.. Physical Evidence, People, Process

24 Give some innovative ideas of getting information about the trends/demand pattern in market.

Ans.:- Market Survey, Market Research, On-line Research, Feedback.

SHORT QUESTIONS (3/ 4  Marks)
Q1. What is meant by direct channel of distribution? List any four methods of direct channel of distribution?

Ans. Direct channel of distribution refers to where the goods are made directly available by the manufacture to customer without involving an intermediary.

The methods of direct channel of distribution:-

His own retail outlet (e.g. Mc Donald, Bata), Mail order selling, internet selling and selling through own sales force (e.g. Eureka Forbes)

Q2. Product is a bundle of utilities? Do you agree?  Comment. 
 Ans. Yes, I agree that product is a bundle of utilities or source of satisfaction which satisfies human needs and wants.  IT includes physical , objects, services, ideas, place, experience, properties, events, information, persons which can be offered to the potential buyers for their use. Therefore, product can be tangible or intangible such as services. 

Q3.   State any three products related factors affecting choice of channels.

Ans.: A) Industrial product: Industrial products are usually technical, made to order &m expensive products purchased by few buyers. These products require short channel.

B) Consumer products: It is less expensive, less bulky, non technical & frequently brought products. It requires longer channels. 

C) Cost: If the cost of products is high. Then shorter channels should be follower, If the cost of product is low, then longer channel should be followed.  

Q 4. Discuss the role of intermediaries in the distribution of consumer non-durable products?

Ans : Important functions of distribution channels and middlemen.

  1. Middlemen sorts out the commodity into homogeneous grounds on the basis of the

      Size or quality

  2. Middlemen participate in sales promotion activities such as contest , demonstrations 

      Etc.

  3. Middlemen breaks / allocates the large stock into smaller and marketable lots for different types of      buyers. 

 4. Middlemen assume the risk of price and demand fluctuations , spoilage etc.

Q5 : What are the major factors determining inventory level  ?

Ans. :  The major factors determining inventory level include :-

1. firms policy regarding the level of customer service to be offered 

2. Degree of accuracy of the sales forecast 

3. Responsiveness of the distributive system i.e ability of the system to trAns.mit inventory needs back to the factory & get product in the markets.

4. Cost of inventory, which includes holding cost such as cost of warehousing, tied up capital, & the manufacturing cost.
Q6  “Advertisements is necessary unnecessary and wasteful”. Do you agree with this statement? Give comments.

Ans. : No, I don’t agree with this statement. Advertisements  plays a very important role in offering innumerable benefits to the manufacturers, customers and to the society in general.

Following are the benefits of Advertisements. 

1. Advertisements attracts new buyers and maintains existing customers and to the society in general. 

2. Advertisements informs the consumers about the quality and uses of the product.

     3. Advertising helps in creating goodwill, brand image  and brand loyalty.

4. Advertisements help the retailers in selling the advertised products.

5. It is also helpful in getting better employees and executives.

Q 7. Explain the importance of personal selling to customers?

Ans.: (i). Helps in identifying needs: - Personal selling helps the customers in identifying their               needs and wants in borrowing and how those can best be satisfied    

               (ii). Expert Advice – customer get expert advice and guidance in purchasing various goods                    and service, which help them in making better purchase.

             (iii). Latest market information – customers get latest market information regarding price                       chases, product availability which helps them in taking the purchase decisions in a better                    way.

Q8 . Write the characteristics of goods brand name?

Ans.- the following features of goods brand name are given below-

a) The brand name should be short, easy to pronounce, spell, recognize and remember.

   E.g. - FONDS, VIP, PIN etc.

b) The brand name should be distinctive.

E.g. - Liril, spirit, safari etc.

c) It should be capable of being are registered and protected legally.

d) The brand name should be sufficiently versatile to accommodate new products, which are added to the product line.

E.g.- Maggie Colgate.

Q9. What are conditions of exchange mechanism?

Ans.-( i) Involvement of at least two parties via the buyers and the seller.

ii) Each party should be capable of offering something of value to the others.

E.g. - the seller offers a product and the buyer, money

iii) Each party should have freedom to accept of reject other party offer.
Q10. What are industrial products? How are they different from consumer product? Explain
Ans. Industrial products: - Products which helps in production of other goods and services are known as industrial products. These meant for non personal and business use for producing other products. Example raw materials, engines etc. 

  While consumer product are those goods which satisfy the wants of consumers. Example:- Fruits, furniture etc.

LONG QUESTIONS 5/6 Marks

1. Explain sales promotion techniques.

(a) Rebate
(b) Product combination
(c) Lucky Draw
(d) Contest

(e) Discounts

Ans.:- (a) Rebate :- Sometimes, the product is made available  at special prices less than the original prices for a limited period of time, e.g. , recently  Coke and Pepsi  announced special price of their 500 ml bottles.

(b) Product Combination: - Product combination is the bonus items given free with the purchase of a product. For e.g.  A milk shakers along with Nescafe , or mugs with Bournvita or a diary along  with a  packet of chips. They are effective in getting consumers to try a new product.

(c ) Lucky Draw:- A firm of purchased of a fixed amount gives a coupon to a  customer  which entitles them for a lucky draw, e.g., Bikanerwala restaurant in particular season gives lucky draw coupon on purchase of Rs. 200 or more to its customers which entitles them to win exciting prizes like car etc.

(d) Contests: - In these, consumer’ are required to participate in some competitive event involving application of skills or luck and winners are given some rewards. For instance, Golden Harvest , maker of premium bread usually have children drawing competition.

(e) Discounts:- These are like price promotion in which certain percentage of price is reduced as discount form the list price, e.g. , most of the retailers of garment like Snow White and Shopper’s Stop offer their product at generous discount during a limited period et the end of the season.

2. ‘Bending the customer according to the product’ and developing the product according to customer needs are the two important

concept of Marketing.

                                               Or

Differentiate between Marketing and Selling.

                                                Or

Selling is Product oriented and Marketing is Customer orientated.

Ans. ‘Bending the customer according to the mere is related to selling. Selling  is the mere exchange of goods for money between sellers and buyers. It means finding the customers and transferring the goods to them for value or money. 

         While ‘Developing the product according to customer needs’ related to marketing. Marketing is the process by which people satisfy their needs and wants by obtaining product in exchange for money.

Differentiate between Marketing and selling :-

	Basis
	Marketing
	Selling

	(a) Meaning
	Marketing is the process by which people satisfy their needs and wants by obtaining products in exchange for money.
	Selling refers to exchange of goods and services for money b/w the seller and buyers-It involves the distribution of goods already produced.

	(b)Objective
	The objective of Marketing is selling of satisfaction rather than selling a product.
	Selling aims at producing goods and somehow selling the goods in the market to make maximum profit.

	(c )Scope
	Marketing is wider and it includes not only selling but also other activities such as Advertising, Market research, Product Planning and dev. Etc.
	Selling is narrow and somehow selling the goods in the goods in the market to make maximum profit.

	(d)Orientation
	Customer Orientated
	Product orientated

	(e)
	Begin with customers and continue after sales.
	Begins with Product to be sold and end with sale.

	(f)Means.    

     used
	Integrated marketing efforts to satisfy customers,
	Pressure and Persuation to dispose off the product.


(3) What is meant by Packaging? Give any four points explaining why Packaging is important?

Ans.- Packaging: - It refers to the group of those activities which are related with the designing and production of the containers in which the product are packet. 

Importance of Packing:-

1. Rising standard of health and Sanitation: - As the people are becoming health conscious they take to buy packed goods. The reason is that the chances of adulteration in such goods are minimised. 

2. Self Service outlets: - Now a day’s self service retail shops are becoming very popular particularly in big cities. Because of this the role of sales assistants has gone to packaging.

3. Innovational opportunity: - With the increasing use of packaging mote innovational opportunity becomes available in this area for the researches.

4. Product Differentiation: - Packaging is helpful in creating product differentiation. The colour, material and size of package makes diff. in the perception of the buyers about the quality of the product.

Q.4 - What is pricing mix? Explain the factors determining fixation of price.

Ans..:- It refers to all those decisions which are concerned with the price fixation of any product or service.

Factors determining Fixation of price:-

i) Cost of the product:- Cost of the product is the main component of the price . No company can sell its product or service at less than the cost of the product. A Fixed and variable cost are to be considered for determining the price.

ii) The utility and demand for the product: - Intensive study for the demand for product and service in the market is to be undertaken before the fixation of the price of the product. If demand is relatively more than supply, higher price can be fixed.

iii) Extent of competition in the market:- It is necessary to take into consideration prices of the product of the competing firms prior to fixing the price. In case of cut throat competition it is desirable to keep price low.

iv) Government & Legal Regulation:- If the price of the commodity and service is to be fixed as per the regulation of the govt., it should also be borne in mind.

v) Pricing objective:- usually at the time of price fixation a certain amount of profit is added to the cost of the product. Objective is to earn higher profit, it may it may add amount of it.

vi) Marketing method used:-  Price also influenced by the marketing method used by the company. Example – Commission which is to be paid to the middlemen for the sale of the goods is also added to the price. 
4.  ‘It is necessary that goods and service must be made available to the customer at the right place, in right quantity and at the right time.’

a) Name and explain the concerned element of the market mixing.

b) Explain the component of the element.

Answer – It is place mix: - It refers to the combination of all decisions relating to make products available to consumers. If the product is not available on right time, in right quantity, and at the right place then consumers will not be able to buy it. In such situations, all activities of marketing mix will turn futile. So to make Marketing mix a success, place mixing is very important. 

(b) Component of   place mix
(1) Channel of distribution: - channel of distribution meAns. that path through which products reach consumers in this path many people and firm participate. They are called middle man \ intermediaries. In these mainly agents, wholesalers and retailers are included.  Channel of distribution can be small or large. Through the medium of distribution channels the hurdles of time, place and possession are eliminated and goods \ services are made available to consumers from manufactures.

(2) Physical distribution under its second elements physical distribution, the decision is taken about how goods will move from production place to consumption place in reality. It involves decisions relation to the transportation, inventory, warehousing and order processing of goods. Physical distributions by making the product reach at right time and on right place generate time and place utility in them.
5. Differentiate between advertising and personal selling 

Ans. - 

	Basis 
	Advertising 
	Personal selling 

	1.  Form 
	These are impersonal.

These are uniformity of message which meAns. that the message is the same for the entire customer. 
	These is personal   .

	
	
	This message has no uniformity which means it can be changed keeping in view the behavior of the customer.

	2. Message 
	
	

	3. Flexibility 
	It lacks flexibility
	It completely flexibility 

	4. Cost 
	It is relatively less costly method 
	These is a most costly method 

	5. Time 
	It takes a little time in conveying any  information to the customer 
	Ti takes more time in conveying any  information to the customer

	6.  Media 
	TV, radio , newspaper & magazine 
	Through salesman 

	7. Feed back 
	This gives no information about the reaction of the customer 
	The reaction of the customer becomes immediately affect

	8. Role 
	To create or maintain interest in the product.
	It immediately affects the decision to purchase.

	9.suitability 
	This method of promotion is useful for the ultimate consumers who are in large numbers 
	These method is useful for industrial buyers

 & middlemen. 


. 

Unit 12 
 Consumer Protection 
VERY SHORT QUESTIONS ( 1 marks)

Q.1 Who is the king in a free market economy? 

Ans. Consumer 

Q.2 who suffer the most due to unsafe product, adulterated food product,  misleady advertisement etc?

Ans. Consumer

Q.3 When is consumer day celebrated?

Ans.15march 

Q.4 Name the new approach of marketing replacing earlier one called “caveat emptor”?

Ans. Caveat venditor {“let the seller be aware of”}

Q.5 what is meant by “right to choose” to a consumer?

Ans. It mean the consumer has the freedom to choose from a variety of products at competitive price. 

Q.6 Give two social responsibility of business.
Ans. (1) By selling goods and services of good quality at responsible prices.

(2) By informing costumer about various aspects of products.

Q7.Which act aim at controlling products, supply and essential commodity?

Ans..The essential commodities act 1995.

Q.8Which mark is issued under the bureau of India standard act, 1986?

Ans. ISI

Q9 Which government appoints district forum?

Ans. State government.

Q10 State the limit, for which a complaint can be made to the district forum for the goods and services in question along with the compensation? 

Ans. RS 20lakh.

Q11.who can file a complain of a deceased consumer?

Ans. A legal representative of a deceased consumer can file the complaint.

Q12.Nane the quality certifications world used in case of food products.

 Ans.FPO.

Q13.what is meant by “Right to be heard” to a consumer?

Ans..The consumer has to file a complaint and to be heard represent in case of dissatisfaction with a product.

Q14.What is the purpose of enacting the consumer protection Act 1986?

Ans..To protect and promote the interest of consumer. 

Q15.Which claim can be approach before the Supreme Court under CP act?

Ans. An order passed by the national commission in a matter of its original claims amounting to RS 1Crore or more can appear before the Supreme Court.

  SHORT QUESTIONS ( 3 TO 4 MARKS)
Q1.Who is a consumer?

Ans. Consumer is a person who uses the goods. According to cp act, 1986, a consumer is:

(1) Any person who buys goods or hires goods or services for consideration.

        (2) Any user of such goods or beneficiary of services with the approval of the buyers.

Q2. Define consumer protection?

Ans. Consumer protection refers to the education to the Consumer about their rights and responsibility, getting their grievances redressed and protection of  their interest. 

For e.g.-: Protecting the consumer from black-marketing, adulteration, and hoarding.

Q3. Who can file a complaint under the CP Act 1986?

Ans. A complaint before an appropriate consumer forum can be made by:

          (1) Any consumer.

          (2) Any registered consumer association.

          (3) Central/state govt.

          (4) One or more consumer on behalf of many consumer having same interest.

          (5) Legal representative of deceased consumer.

Q4. What do you mean by “right to safety”?

 Ans. It means consumer has a right to be protect against the marketing of goods and services that are harmful to life and health.

 It is suitable for electrical appliances .
Q5. What do you mean by ‘right to be informed”

Ans.. The consumers have the right to get true, accurate and adequate information about the product  (content, manufacturing date, expiry date, maximum retail price etc) .so that they can take appropriate decision.

   LONG QUSTIONS ( 5 TO 6 MARKS)

Q1.Non government organizations (NGO’s) performs several functions for the protection and protection of interest of consumer. State any six functions perform by them.

Ans. (1) Creating consumer awareness -: They publish periodicals brochures journals etc for creating consumer awareness.

(2) Encourage the consumer -: They encourage and educate the consumer to protect against exploitative, unfair trade practice of the seller.

(3) Filing complaints -: They file suits, complaints, on behalf of consumer. 

(4) Focus on consumer problem -: They arrange seminars, workshops and conference for the purpose of focusing on problem of consumer.

(5) Problem legal assistance-: They provide legal assistant for getting legal remedy against the damage caused to consumer.

Q2.Explain the ways and means. of consumer protection?

Ans.. (1) consumer awareness- a consumer would be in a position to base his voice against any find of explanation. The awareness among the consumer help in safe guarding their interest.

(2) Consumer organization-: Consumer organization plays a vital role in education the consumer about their light, responsibility and the relief available. 

(3) Government-: The government has enacted a special law called the consumer protection act in 1986. The act provide for the establishment of consumer dispute redress agencies at district, state and national level.

(4) Self regulation by balance shit-: responsibility organization tries to fixed customer in advance.

Q3. Explain the importance of consumer Protection act from the point of view of consumer?

Ans.. (1) Consumers ignorance -: Most of the consumers are ignorant about their light and relief’s available to them. So it was essential to create awareness among consumer for their lights.

(2) Unorganized consumers -: Consumer are not much organized so us to protect their interest. Until their organization become strong and powerful, proper protection has to be provide.

(3) Wide Spread Exploitation of Consumer-: the balance sheet man through various unfair trades. Practice like loading, black-marketing, adulteration etc.

Q4. Disuses the responsibilities of consumer?  

Ans.. Main responsibility of consumer are given as under-

(1) Be aware about their right-: Consumer must be aware of their own rights. This rights are right to basics needs, right to consumer education, right to be informed, right to be choose, right to be safety, right to be heard and right to seek redressed of grievances.

(2) Quality conscious -: while making purchase, consumer should look for quality certification makes like ISI on electrical appliances and Agmark on food product etc.

(3) Must obtain cash memo -: Consumer must insist on cash memos as cash memo act as proof of purchase. No seller can deny given cash memo. A seller is bound to give a cash memo even if buyer doesn’t ask for it. 

(4) Be Assertive -:  The consumer must be assertive in his dealings.

(5) Be Honest -: Consumer must act honestly and choose goods/services, which are legititimate. They should also discourage unscrupulous practices like misleading advertisements and black marketing etc.

(6) Ready to lodge complaints -: Consumer should not ignore the dishonesty to trader. The consumer should file a complaint even for a small loss. However, they should file complaints for the redressed of genuine grievances only.

(7) Respect Environment -: Consumer should avoid polluting the environment. 

HOTS

UNIT  1 
Nature and Significance of Management

1. Which force is consisted as the essence of management?

2.  ‘Doing the task with minimum cost” Name the term associated with management?

3. Anything (-) management is equal to what?

4. ‘Survival profit and growth are essential target of any business’ which objectives of management is referred here?

5. What is meant by ‘Doing things Right’ in management?
  6.       “Management helps in the development of the society” How?

7.         Name the type of science to which management is related..

8.        Name two designations given to First line managers.

  9.       Your friend is the worker in the firm. At what level of organization is he working?
 10 .     Which are the two main categories of levels of management

11.      Which force binds all the other functions of management.

  12.      ’Managers are not born, they are made’

  13.      Name the level of management engaged in-

a) Determining policies     b) Assembling resources     c) Interpreting policies.

14.         Name the key elements of coordination.  

15.         Why is management called cross disciplinary in nature.

EXPECTED ANS.WERS 

1.    Coordination 

2.     Efficiency

3.      zero

4.   Organisational objective

5. ‘Doing things Right in management means performing the job in cost effective manner.
6.  Management enables the organization to make available the employment opportunities hence            

     helping in the development of the society.

7. Applied science

8. Supervisor and Foreman
 9.  He is working at the non-managerial level of the organization. He is not the part of the management as he is not the manager.
10.  a) managerial level   b) non-managerial level
11  Co-ordination 
12. Ans. Earlier people believed that managers are born and not made. However it is now been more than established that only the hidden talent is not enough to become competent managers. They need knowledge and training that can be obtained from educational professional institutions. So managers can be made.

13. a) Top level management     b) Top level management       c) Middle level management.

14. a) Integration   b) Balancing

15. Because the knowledge of management is derived from other disciplines such as Economics, sociology etc.
UNIT 2 
PRINCIPLES OF MANAGEMENT

1. Which principles of management promote team spirit? 





 2. Which principle of management suggests that a subordinate should receive orders  

            from and be  accountable to one superior?

 3. Who gave the concept of scientific management? What was his profession?



 4 Workers should be encouraged to develop and carry out their plans. for improvements”. Identify the principle of management formulated by Fayol.












5. Which principle of management is violated when a manager grants one month medical leave to a superior with pay and only one week medical leave to an accountant?





6. Mohan a manager, expects his colleagues to get work out of subordinates without giving them any powers. Which principle of management is being overlooked and why?





7.
Which principle of management envisages that each group of activities having the same objective must have one head and one plan? Explain the principle with suitable example.





8.
If an organization does not provide the right place for physical and human recourses in the organization, which principle is violated? What are its consequences?






9    What is the main objective of simplification in scientific management..

10 ‘ Instead of fighting over division of profits, both, the management and workers should make efforts to increase the profit’ State the technique of scientific management related.

11.  Name and explain that principle of Fayol which suggest that communication from top to bottom should follow the official lines of command?









12.   Rajesh and Rohit are typist in a company having same educational qualification. Rajesh is getting Rs.3000 per month and Rohit Rs. 4000 per month as salary far the same working hour. Which principle of management is violated in this case? Name and explain the principle?





13. Name and explain the technique of Taylor which is the strongest motivator for a worker to reach standard performances.

14 Which principle of management suggests that the employees should not leave the organization frequently? Give two adverse affects if this principle is violated.

15 State one affect if the principle of ‘Division of work’ is not followed

16 .State one positive effect of the principle of ‘Espirit-de-corps’

17. State one positive effect of the principle ‘Fair Remuneration’

 18  Why are the principles of Management called contingent ?

19. State one difference between principle and technique

 20.In ABC Ltd  an employee has an objective of getting more salary but the organizations main objective is to maximize profit at economic cost. There was some dispute for a while. Eventually, organizations interest was given priority. Name the principle related to this principle.

SUGGESTED ANSWERS 

1. Espirit De Corps.

2. Principle of Unity of command.

3. F.W.Taylor gave the concept of scientific management and he was an American mechanical engineer.

4. Principle of initiative..

5. Principle of equity.

6. Principle of parity of Authority and Responsibility.

7. Unity of Direction 

8. Principle of Order

      9.       effecting economy in the use of machines

     10.      Ans.  Mental revolution

     11.     Scalar chain

     12       Equity

     13.     Differential piece wage system. Under this system there are two different wage system, higher         for the efficient workers, and lower for those who perform below the standard work.

     14.   The principle of ‘Stability of personnel’ suggests that the employees should not   

             leave the organization  frequently. If this principle is violated, a) There will be  

             decline in the Goodwill of the firm

              b) Heavy recruitment and training expenses.

      15.   Lack of specialization.

      16   Motivation to do work with team spirit.

      17.  Reduced labour turnover

.      18.  Because principles of Management are affected by situations.

       19.  Principles are guidelines that help in decision making whereas techniques are  

              methods to take action.

       20.  Subordination of individual interest to general interest.

UNIT 3 
Business Environment
1. Give one example of specific force present outside the business.

.

2. ‘Nothing can be said with any amount of certainty about the factors of the business environment’ Why ?

3.What is micro environment ?

4. What is macro environment ?

5. State the concept where first the market is surveyed and then production is undertaken

6 .What are Monetary reforms ? Write its two main points.

      7. What do you mean by opportunities?

      8.What is meant by threat

    9.Give the full form of FIPB    .

     10.”Environment provides both constraints and opportunities “ Comment

     11. Give two examples of marketing intermediaries

     12. Which economic system is followed in India

     13. What replaced FERA

     14.’Customers have become more demanding’

     15. It refers to the sum total of all the individuals , forces and institutions outside 

          the control of the business enterprise, but they may affect its performance. Name it

Answers

1. Customers

2. Because they continue to change quickly.

3. It refers to all those external factors which are closely related to business and influence each     industrial unit differently.

4. It refers to all those external factors which have a distant relation with business and influence all     business units almost in the same way.

5. Market orientation concept.

6. Reforms in the Banking policy, whereby the central bank controls the supply of money in the     economy.

7. It refers to the positive external trends that help an enterprise to improve its performance.

8. It refers to those environmental trends that hinder the performance of an enterprise.

9. Foreign Investment promotion board

10 A brief note on threats and opportunities

11. Traders and agents

12 .Mixed economy

13. FEMA( Foreign exchange Management act replaced FERA

14. Customers are now aware of their rights and are aware of CPA 1986.

15. Business Environment.

UNIT 4 
PLANNING

1.          One of the functions of management is closely connected with creativity and innovation. Identify the management functions

2. Which functions of management is considered as the base of all other function? 
3. State any two consequences if there was no planning. 

4. Planning requires logical and systematic thinking rather than guess work. Which feature of planning is highlighted here? 
5. ‘Planning provides directions’. State two benefits derived from it. 

6.    Explain how controlling is not possible without planning. 

7. While formulating a plan, the manager is required to make certain assumptions about the future.   

    What are these assumptions called? 
 8.     Give two examples of internal premises of planning.

 9.     Give two examples of external premises of planning

10 .Name the type of plan in which the move of the competitors is considered. 

11.  Name the type of plan in which the minutest details are worked out, that is procedures, rule and  

      budget within the broad frame work of policy. 

12. ‘Offering 30% jobs to women.’ What type of plan is it ? 

13. Which limitation of planning suggest that the employees stop thinking and become the blind 

       follows  of plan ? 

14.  In which type of plan the sequences to perform a job are determined ? 

15. Which plan suggests acts and non-action of employees ? 

16. Give two external limitations of planning

’17.Give two specifications of good objectives.

18. ‘No enterprise can achieve its objectives without systematic planning’ Do you agree with this statement. Give five reasons to support your Ans.wer.

19.Why do plans fail inspite of best efforts of management

20. State the features of an ideal plan

Answers

1. Planning

2. Planning

3. If there was no planning, 

    a) There would be duplication of activities

    b) There would be high degree of risk

4. Planning is a mental exercise

5. a) the activities become meaningful

    b) Everyone is conscious of his contribution towards achievement of organizational goal.

6. Planning lays down the standards which are the base for controlling as they are compared with the actual process in order to find deviation in the process of controlling.

7 Planning/Business premises

8. a) Capital b) Raw material

9. a) Government policies   b) Business competition

10. Strategy

11. Programme
12. Policy

13. Planning hampers creativity

14. Procedure

15. Rules

16 a) Natural calamity

     b) Change in the government policy

17.a) They should be in measurable/quantitative terms. 

     b) They should be challenging but achievable

18 Importance of Planning

19 Limitations of planning

20. The features of an ideal plan are- 

     a) Is should be goal oriented

     b) it must be futuristic

     c) It should be flexible

     d) It should be a continuous process.

Unit -5

Organising

Q.1
Name the function of management which co-ordinate the Physical, Financial, and Human resources and establishes productive relations among them for achievement of specific goals.

Q.2 
Name and explain the two steps in the process of organizing which comes after identification and division of work and departmentation.

Q.3 
Aman Ltd. is manufacturing   Toys and has Production Sales, Purchase and finance Department, which type of organization structure would you suggest to them? 

Q.4 
Hindustan  Ltd. is manufacturing computers, soaps and textile . Which type of organizational structure would suit the requirement of such organization? State any three advantages of this organization structure?

Q.5 
 It is a System of consciously coordinated activities of two or more person towards a common objectives. Mention this system of organization and explain its two features.

Q. 6 
It is a network of personal and social relations not established or required by the formal organization but arising spontaneously as people associate with one another. Name this organization and give its three advantages.

Q.7  
The directors of Narmada Ltd. An organization manufacturing computer have asked their marketing manager to achieve a target rate of 100 computers per day. The marketing manager has delegates the task to his deputy sales manager working under him. The deputy sales managers could not achieve he target. Is the marketing manager responsible for the failure of his deputy sales manager?  Explain in brief , the relevant principle in support of your Ans.wer.?

Q.8  
It  refer to the systematic delegation of authority from top management to the lower level managers. Mention the name of it. 

Q.9 
“If we delegate the authority, we multiply it by two if we decentralize it, we multiply it by many “ how?

Q.10
 The employee of ABC Ltd. Take part in volleyball matches on Sunday. Name the types of organization formed.

Q.11 
“The first Step in the process of organizing is identification and division of work” Why is he work divided into manageable activities?

Q.12 
Name the organization which has the benefit of Easy to fix responsibility?
Q.13 
A Fashion design house has the following main job:- 

(1) Manufacturing (2) Finance (3) Marketing (4) Personal (5) Research and Development 

Which organizational structure will you prefer for this type of a company and why?

Q 14 
Name the activity which increase the importance of the role of subordinates?

Q.15 
For which kind of enterprises functional structure is more suitable?

Q 16. Amit, Alok and Avinash have decided to start a business of manufacturing electronic goods. They identified the following main activities which they have to perform-

     a) Purchase of raw materials

     b) Purchase of machinery

     c) Production of goods

     d) Arrangement of finance

      e) Selection of employees

              In order to facilitate the work they decided that four managers should be appointed for the production, finance, personnel, marketing.

a) Identify the function of management involved

Q17. ‘Identifying and dividing the work is the first step in one of the function of management.’ Name it

Q 18. Name the organization that is governed by group norms

Q 19.Can an overburdened manager take the help from his subordinates? How?

Q 20.What is the basis of delegation of authority

Answers

1.Organising

2. Assignment of the duties, Fixation of reporting relationship

3. Functional organization structure.

4. Divisional organization structure

5.Formal organization

6. Informal organization

7.The marketing manager is responsible because in Delegation of authority final responsibility lies with the superior

8. Decentralisation

9. Explanation on Delegation whereby delegation involves two persons, i.e superior and subordinate whereas decentralization involves managers of all the levels.

10. Informal organization

11. As the task of management cannot be performed by one person/manager only or alone.

12. Formal organization

13. Functional organization structure

14. Decentralisation

15. Multiproduct company

16. Organising

17. Organising

18. Informal organization

19. Yes he can take the help of his subordinates through ‘Delegation of authority’

20. Division of work

UNIT 6 
STAFFING

1. ‘Staffing is a separate managerial function’ Explain

2. ‘Our assets walk out of the door every evening. We have to make sure that they come back the next morning’ State the function of management with which it is related

3. Name the first two stages of HRM.

4. Name and explain the concepts related to the following-

    a) searching for the prospective candidates

    b) temporary separation of employees from the firm

5. State the purpose of aptitude test.

6. Which function of management helps in obtaining right people and putting them on the right jobs?

7. It implies introducing the selected employees to other employees and familiarizing hi with the rules and policies of the organization. Name it.

8.  “Internal sources of recruitment are better than external sources of recruitment”. 

Do you agree with this statement. Give any two reasons in support of your Ans.wer.

9   Roshan is working as a supervisor in a company. Due to his hard work he is promoted to the post of Production Manager. Now the post of supervisor is vacant and no one can be transferred or promoted to this post. Name the source of recruitment the company will use to fill up this post. State any three advantages of using this source of recruitment. 

Or 


Which source of requirement is needed to bring new blood in the organization? Explain any three advantages of this source.

.10 Which step in the process of selection helps the manager to eliminate unqualified or unfit job seekers based on the information supplied in the application forms.

11 It is the process of increasing the knowledge and skills of an employee for doing a particular job. Which process is refers to here.

                                         or

      What helps the employees in improving their job knowledge and efficiency.

12 Which type of training is a joint programme of training in which educational institution and business firms cooperate?

13 Trainee is put under the guidance of a master worker to require a higher level of skill. For example to become plumber, electrician etc. Which method of training is referred here.

14 In which type of training, employees learn their jobs on the equipments they will be using, but the training is conducted away from the actual work floor. Explain two other methods relating to this.

15“A newly appointed personnel manager is of the view that there is no need for training the workers”. Do you agree with his views? Give reasons in support of your Ans.wer.

16. What is the objective of selection test?
17. Give one advantage of job rotation training.

18. Give two reasons as to why there is a need to develop the managers.

19. Which source of recruitment has the benefit of ‘wider choice’

20. Name the source of recruitment in which newspapers, employment news, television etc are used.

ANSWERS

1. It means. that staffing activity is not  a part of some function, bit it in itself a major function of management

2. Staffing

3. a) Labour welfare officer     b) Personnel Manager

4. a) Recruitment      b) lay-off

5. It aims at finding the candidates ability of learning new skills.

6. Staffing

7. Orientation

8. Advantages of internal sources of recruitment-

   a) Economical
   b) Motivation to the existing employees.

9. External source of recruitment (list three advantages)

10. Preliminary Screening 

11. Training
12. Internship

13. Apprenticeship

14. Vestibule training

15. No, I do not agree with his view ( List the advantages of training)

16. to measure the ability and skill of the applicants.

17. employees get multidimensional talent

18. a) to make the managers able to handle future challenges

      b) to prepare ways for promotion of the managers.

19. External sources of recruitment

20. Media advertising

UNIT 7 
DIRECTING

1 Which function of management is known as ‘management in action’?
2. It is concerned with instructing, guiding and inspiring people in the organizations achieve its objectives. Name it.

3. The level of ability to do a certain work of a person depends on what?
4. The willingness to do a certain work of a person depends on what

5. Name the need that is satisfied first of all.

6. Give one assumption of Maslow’s theory.

7. Give one criticism of maslow’s theory

8. Every manager from top executive to supervisor performs the functions of directing. Which characteristics of directing are referred here

9.“The post of supervisor should be abolished in the hierarchy of managers”. Do you agree? Give any three reasons in support of your Ans.wer.

10
It means overseeing the subordinates at work. Which element of directing is referred to?

11
Which element of directing helps in inspiring subordinates to give their best to the organization. Explain any three points of importance of this element.

12
Under these incentives schemes employees are offered company shares at a set price which is lower than market. Which incentive scheme is mentioned here? Also explain three more financial incentives.

13    It is defined as the process of influencing other people to work willingly for group objectives. Mention this element of directing..

14   Name the type of written communication in which two departmental heads communicate with each other. Why is this type of communication reinsured?

15    Amar and Anthony are working in the same organization but in different departments. One day at lunch time vikki informed amar that due to computerization many people are going to be retrenched soon from the organization.


name, which type of communication of this. State any two limitations of this type of communication.

16  There are some barriers in communications, which are concerned with encoding and decoding of message. State any three such barriers.

17. Name the process of exchanging ideas, facts and information?

18.The word communication has been derived from the Latin word ‘communis’ What does it mean.

19. ‘A leader possesses a healthy mind’ This statement is related to which quality of a good leader.

20.A leader does not wait for the opportunities but creates them. It is related to which quality of leadership.

ANSWERS

1. Directing

2. Dircting

3.on education and training

4. on motivation

5. Physiological need

6. There are many needs of people and their order must be fixed.

7. Maslow’s hierarchy of needs is not permanent.

8.It is the function of all the managers.

9.(functions of supervisors)

10.Supervision

11.Motivation

12.co-partnership(Financial incentive)

13.Leadership

14.Horizontal communication

15. Informal communication    a) Spreading of rumours     b) Origin of communication unknown

16.Semantic barriers (faulty translations, unclarified assumptions, body language and gesture decoding)

17.Communication

18.Communus means common 

19.Physical features

20. Initiative.

UNIT 8 
CONTROLLING

1
There are two friends, Karan and Kunal. Karan says that ‘controlling is forward looking’ wheras Kunal says ‘controlling is looking back’ Who is correct. Why

2.       Which function of management ensures that actual activities confirm to planed activities                  or


Name the function which reviews the operations in a business unit.

3. Why is it said that ‘controlling is blind without planning’.

4. State  one difference between ‘Principle of critical point control’ and ‘management by exception’

5.
“Controlling is a systematic process involving a series of steps

6    “Comparing the actual performance with the laid standards, finding out the deviations and taking corrective action is an important function of a function of management”. Name the function and explain the process.
7. Taking corrective step/action is the last step in the process of one of the function of management. Name it.

8. Name two situations in which corrective actin is not required.

9.Which two standards do you suggest for the production department.

10. State one advantage of critical point control.

ANSWERS

1. Both are correct as controlling is both, ‘looking ahead’ as well as ‘looking back’

2. Controlling

3. Because in the absence of planning, there would be nothing to monitor.

4. Under critical point control, it is sought to be understood on which points(key aras)control will be more profitable, while in the principle of management by exception, deviation is taken care of the pre-determined critical points and the remaining can be delegated to the subordinates.

5.  Steps of controlling

6. Controlling

7. Controlling.

8. a) zero deviation   b) positive deviation

9. a) quality    b) quantity

10. Time and effort will be saved.

Unit 9   
Business finance

1.State one limitation of ‘Trading on equity’

2 What is Financial leverage ?

3. ‘Tax benefit is available only in the case of payment of interest and not on the payment of dividend’. Why?

4. Name the concept that increases the return on equity shares with a change in the capital structure of a company ?

5. State why the working capital needs for a ‘service industry’ are different from that of a ‘manufacturing industry’.

6. From the point of view of ‘Floatation cost’ which source of finance is most appropriate.

7. From the point of view of ‘control’ which source of finance should be avoided

.

8. A company  wants to establish a new unit in which machinery worth Rs 10 lakh is involved. Name the type of decision involved in Financial management.

9. What the period between the placement of the order and actual receipt of the materials called as .
         10  A decision is taken to distribute certain parts of the profit to shareholders after 

               paying tax. What is this decision called?

          11. Name the source of finance carrying two fixed obligations viz., interest and 

                redemption
          12. The directors of a manufacturing company are thinking of issuing Rs. 20 lacs additional debentures for expAns.ion of their production capacity. This will lead to an increase in debt-equity ratio from 2:1 to 3:1. What are the risks involved in it.

ANSWERS

1. Trading on Equity is not suitable under the situation when the companies earnings are less than the rate of debt
2 The inclusion of fixed capital securities (Debt, preference share capital) along with variable cost(equity share capital)  with a view of increasing EPS in the capital structure is called financial leverage.

3 Payment of interest is treated as an expense so is tax deductable whereas payment of dividend is distribution of profit so is not .

4. Trading on Equity.

5. service industries require no inventory and manufacturing process, hence requires less working capital as compared to a manufacturing company.

6.  Retained Earnings
7.  Equity share capital
8.  Investment decision (capital budgeting)

9.  Lead time

10 Dividend decision

11.Debt ( debentures)

12. It would increase the fixed cost liability . Interest will have to be paid irrespective of profits and the debt will have to be redeemed after a particular period.

UNIT  10
FINANCIAL MARKET
    1.What is Sensex?

           2. Name the method of floatation of securities in the primary market where the share 
            are initially offered to the existing shareholders.

         3. What is ‘Bridge financing’?

4. Name the market where companies issue new securities.

5. Which money market security is also known as Zero Coupon Bond?

         6. SEBI  is the watchdog of the securities market’ Do you agree? Give two reasons to 

             support your Ans.wer.

         7.Give two examples of floatation cost

         8. Name the method of floatation of securities where the securities are traded on lone.

         9. Name the index of national stock exchange

         10. Why NSEI is known as Model exchange ?

ANS.WERS 

1. The index showing the rise and fall in the market price of the shares on the basis of 30 companies of the Bombay stock exchange is called SENSEX.
2.  Rights issue

3.  The finance needed to meet the floatation cost is called Bridge financing.

4. Primary market

5. Treasury bills

6. Yes , SEBI is considered as watchdog as it performs the following protective functions-

   a) Prohibits insider trading
   b) Prohibits misleading prospectus.
7. Preliminary expenss, underwriting commission, brokerage etc.

8. e-IPO

9.NIFTY

10. Because it is the first stock exchange of its kind.
UNIT 11
 Marketing management
1. Name the sales promotion technique in which ‘scratch cards are used’

2. Is publicity a paid form of promotion.

3.’100 gms extra with one KG Sugar’ is an example of which technique of promotion mix.

4.A toy free with the package of noodles. State the technique of sales promotion.

5. ‘Sales promotion reflects crisis’

6.What is latent demand?

7.Why is it said that Advertising confuss rather than helping.

8. Is Advertising a dialogue.

9. It is  brand that is registered . Name it.

10.’Goods are not bought but they have to be sold’ Name the marketing philosophy to which the statement is related.

11. “They don’t sell what they can make, but they make what they can sell’ State the philosophy of marketing. 

12. ‘Blindly following the goal of customer satisfaction had led to many social and environmental ills.’ State which philosophy of marketing it is focusing.

13. List the promotional messages given on the package of any three consumer products of your choice and comment how can these promotional messages help in the sale of these products

Answers 

1. Instant draw and assigned gifts.

2.No, it is unpaid.

3. Quantity deals( sales promotion technique)

4. Product combination.

5. If a company offers sales promotion technique, it gives an impression that the quality of the product may be inferior or the demand is less.

6.Latent demand is that demand about which the consumers have no information.

7.Because many times, a distorted version of reality is shown in the advertisement.

8.No Advertising is not a dialogue but a monologue.

9. Trade mark.

10.Selling concept.

11. Marketing concept

12. Societal concept

    13. Promotional messages given on the package helps in promotion of the product. These 

            messages give reason to purchase the product. Some promotional messages are-

(i) Amla Hair Oil states, baalon mein dum, life mein fun.

(ii) Detergent powder says, Keep cloth look good and your machine in top condition.

(iii) Tomato Ketchup mentions, 20% Extra Free. 

UNIT 12
CONSUMER PROTECTION


1. Which consumer right gives the business firm freedom to set up their own consumer service and grievance cell?

2. Mohit filed a case against ‘Domestic Cooling ltd.’ in the ‘District Forum’, but was not satisfied with the orders of the District Forum. Where can he appeal further against the decisions of District Forum?

3. Ram wants to buy ghee. How can he check the quality of product?

4. Amrit filed a case against ‘Volvo Ltd.’ in the ‘State Commission’. But he was not satisfied with the orders of the ‘State Commission’. Name the authority to which he can appeal against the decisions of ‘State Commission’.

5. Can a consumer file complaint in consumer court without having cash memo?

6. List any three consumer organizations in India.

7. Suggest any three remedies or reliefs available to consumer on his complaints.

8. Can a consumer appeal against the judgement of National Commission? If yes, than where?

9. Explain the following as ways and meAns. of consumer protection: (i) Consumer Awareness (ii) Government.

10. When or under what circumstances the complaints can be filed?

11. Name two consumer rights defined by UNO.

12.          Rajiv, a vegetarian was traveling in Rajdhani Express was served food and later he found out that it had a non-vegetarian content. His sentiments were hurt Will Rajiv be able to claim compensation, which right of the consumer is violated?

ANS.WERS

1. Right to be heard.

2. Mohit can further appeal against the decision of District Forum in the ‘State Commission’ within 30 days.

3. Through ‘AGMARK’ symbol.

4. Amrit can further appeal in ‘National Commission’.

5. No, without cash memo he cannot file a complaint. Cash memo is the proof of the transaction.

6. (i) Consumer Guidance Society of India (Mumbai),

      (ii) Common Cause (New Delhi),

            (iii)   Citizen Action Group (Mumbai)

7. According to Consumer protection Act, a consumer is :

(i) One who buys goods or hires services.

(ii) Any use of such good or service with approval of buyer.

(iii) Any one who bought the goods for earning livelihood.

 (i) Removal of defects from the goods.

  (ii) Replacement of the goods.

        (iii) Refund of the price paid.

8. Yes, he can appeal in High Court or Supreme Court.

        (i) Consumer Awareness- It is not easy to exploit an educated and well aware   

          consumers. Consumer must be well aware about his rights, responsibilities and relief     

           available to him  
(ii) Government- Government of India has framed a set of laws and legislations to protect    the interests of consumers and the most important act framed by Government is  Consumer Protection Act,1986. This act has provided three tier redressal agencies i.e., District Forum, National Commission and State Commission.

9. Complaint can be filed and compensation can be claimed by the consumer with respect to-

(a) Fraudulent practices of traders and manufacturers.

(b) If goods are defective.

(c) If there is any deficiency in the services hired.

10. (i) Right to Basic Need.

(ii) Right to Healthy Environment.

18. Yes, Rajiv will be able to claim the compensation as the railways have violated the Right to Information.

