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communication, be aware of the language, tone and content of the message, communicate for present as well
for the future, ensure proper feedback and be a good listener.

Unit 8: Controlling

Concept, nature and importance
Relationship between planning and controlling
Steps in the process of control

Part B: Business Finance and Marketing;:

Unit 9: Financial Management

e Concept and objectives of financial management.

¢ Financial decisions: investment, financing and dividend and factors affecting.

¢ Financial planning - concept, objectives and importance.

e Capital Structure - Concept and factors determining the choice of an appropriate capital
structure.

¢ Fixed and Working Capital - Concept and factors affecting their requirements.

V' Factors affecting capital budgeting decisions- cash flows of the project, ttr@of\o)l 1, investment criteria
involved.

v' Factors affecting financing decision-cash flow po mpany, cost, risk, floatation costs, fixed
operating costs, control conszderatlons sta Xzﬁ markefReturn on investment, tax rate, flexibility,
regulatory framework . Zb

v' Factors uﬁectnzg dzm@ﬂd &1@ mount &s, ity of earnings, stability of dividends, growth
opportumtzes 051t10n shar, merence, taxation policy, stock market reaction, access to

m Q0 const @ al constraints.

v to affecting ﬁxed ca % ement- Nature of business, scale of operations, choice of technique,
technology upgradation, growth prospects, diversification, financing alternatives, level of collaboration.

v' Working capital- concept of operating cycle, factors affecting working capital requirement- Nature of
business, scale of operations, business cycle, seasonal factors, production cycle, credit allowed, credit availed,
availability of raw material.

Unit 10: Financial Markets

¢ Financial Markets: Concept and types.

¢ Money market and its instruments.

e Capital market and its types (primary and secondary)

e Stock Exchange- Functions and trading procedure.

e Securities and Exchange Board of India (SEBI)- objectives and functions. Meaning of depository
services and Demat account as used in the trading procedure of securities.

V' Types of financial market- money market and capital market- meaning.

V' Money market instruments- Treasury bill, commercial paper, call money, certificate of deposit, commercial
bill.

V' Capital market -Types- primary and secondary market- concept.

v

Differences between: Capital and money markets; Primary and Secondary markets
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Introduction To Management

Definition
o According to Koontz and O’Donnell,” Management is creating an internal environment of an

enterprise where individuals working together in groups perform efficiently and effectively
towards achievement of group goals.”

e Management, has therefore, been defined as a process of getting things done with the aim of
achieving goals effectively and efficiently.

There are certain terms which require elaboration. These are:

— Process: means the primary functions or activities that management performs to get things
done. These functions are planning, organising, staffing, directing and controlling

— Effectively: Being effective or doing work effectively basically means finishing the given task.
Effectiveness in management is concerned with doing the right task, completing activities and
achieving goals. In other words, it is concerned with the end result.

— Efficiently: means doing the task correctly and with minimum cost. There is a kind of cost-
benefit analysis involved and the relationship between inputs and outputs.

— Suppose, a company’s target production is 5000 units in a year @ \p& ted expenses was

Rs 20,00,000. If the firm is able to achieve the target of D()@"* t spends Rs 27,00,000 then
the firm is effective but not efficient. m the firm is able to achieve the target
ut take

of 5,000 units and spends Rs 20 sg@ar and 3 months, then the firm is

efficient but not effect“ O
Features/C f Manage
1. XGoal oriented processXgoMs smould be simple and clearly stated. Management unites the efforts of
different individuals in the organisation towards achieving these goals
2. All pervasive: all types of organizations, all levels and all departments.
3. Multi dimensional: complex activity with 3 dimensions

— Management of work: Management translates work in terms of goals to be achieved and assigns
the means to achieve it. This is done in terms of problems to be solved, decisions to be made,
plans to be established, budgets to be prepared, responsibilities to be assigned and
authority to be delegated.

— Management of people: Has two dimensions - employees as individuals with diverse
needs and behavior + individuals as a group of people. Management make people
work towards achieving the organisation’s goals, by making their strengths effective
and their weaknesses irrelevant.

— Management of operations: every organization has some basic product or service that
requires a production process —flow of input material + technology for transforming
this input into the desired output for consumption. This is interlinked with both the
management of work and the
management of people.

4. Continuous process: mgt. is an ongoing series of continuous, composite, but separate functions

(planning, organising, directing, staffing and controlling) simultaneously performed .
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5. Group activity: a firm is a collection of individuals with different needs, different purpose for
joining the organization but they work towards fulfilling the common organizational goal.
Team work and coordination of individual effort in a common direction enables all its
members to grow and develop as needs and opportunities change.

6. Dynamic function: Management adapts itself to the changing environment. External environment
consists of various social, economic and political factors and, an organisation must change itself and its
goals according to the needs of the environment.

7. Intangible force: cannot be seen but its presence can be felt — targets are met according to plans,
employees are happy and satisfied, and there is orderliness instead of chaos.

Objectives are

Objectives of Management

1 Ends towards which activities of an organization are directed

2 Standards against which performance is assessed.

Organisational Obj

Social Objectives

Personal/ Individual Obj

Setting and achieving | It involves the creation of benefit for society. Objectivley seeking to reconcile
objectives  for  the rs&p}l als of employees
organisation. \e Cv th organisational objectives
.
Sa for harmony in the
a\ (ﬁ_e b4 organisation.
1. Survival(earn 1. Giv'ﬁx ent to | 1. Fair remuneration
enough revenue, \Nsa niged sectiogs 2. Good working conditions
to cover co \13 . eouli
. Proyidi arfrénities like schools and 3 0O o .
3 P . Opportunities for training
2. Pro CX/e creckres mployee’s children.
terisk and development and
costs+risks) Providing good quality goods at fair prices personal growth
3. Growth(lp the Using environmental friendly methods of | 4. Participation in
long run in terms production management
of Tin sales, no. of 5
employees, Avoidance of unfair trade practices 5. Recognition and
variety of Conducting business in a lawful manner satisfaction.

products, capital
investment etc)

4. Optimum
utilization of
resources

Paying taxes promptly

Class XIl/ Business Studies: Study Material/9




Smart SKills

Nature of Management

SansRriti School

I Management as an Art

II Management as a Science

III Management as a Profession

Art implies personal application
of knowledge with ingenuity,
skill and creativity to achieve
desired results

Science can be
systematic body

defined as a
of knowledge

pertaining to a specific field of
study. It contains principles and
facts which explain a phenomenon

Profession can be defined as an
occupation backed by specialized
knowledge and training.

Features of Art:

1. Existence of theoretical
knowledge
2. Personalized  Application:

(use of basic knowledge
varies from individual to
individual.)

3. Based on practice and
Creativity:(involves creative
practice of existing
theoretical knowledge)

Features of science:

1.

Systematic body of knowledge:
(that establish cause and effect
relationship.)

Principles based on
experiments: (under controlled
conditions)

Principles ~ have  universal
validity

Principles establish cause and
effect relationship.

Features of a Profession

1.
2.

@

Body of knowledge:

Restricted entry(thro
examination or education)
Professional association

Ethical code of conduct (that
guides the behavior of its
members)

Service motive (by rendering
dedicated and  committed
services

0.

e There is a lot of literature | ¢ There is a lot of hteax gq}me is a lot of Iliterature
available w.r.t various areas available w f available w.r.t various areas of

of mgt such as mkt, finance
etc.

e Managers apply .t e
management_ 4t n
their mann

nifiue
deperglg on their practic

J‘

V
mgt such?*@
Q es' of man r%q
( sed OJ)L aﬁep ents

nce e

obs ions. But since
ement deals with human

avior, outcomes may not

mgt such as mkt, finance etc .
No restriction on appointment
of managers. But professional
knowledge and training is
desirable

There are associations such as

imagination, initiative and always be accurately AIMA and they lay down a
innovation. predicted/replicated. code of conduct but
e Manager applies this | ¢ Principles # exact so not membership is not compulsory.
acquired knowledge in a universal. They have to be |e Stated goal of oganisations and
personalized and skillful modified according to management is profit
manner in the light of the situations. maximization but effective and
realities of a given situation efficient management also serve
giving rise to different styles society by providing quality gds
of management. at reasonable prices.
Conclusion: Conclusion: Conclusion:

All the features of art are present
in management and are broadly
fulfilled, so we can say that
management is an art.

Management satisfies some of the
features of science but not all.

Inexact/social/soft/behavioral
science.

Management satisfies some of the
features of profession but not all.

So, management is not regarded
as a full fledged profession like

e It is the art of getting work | ¢ Concerned with human medicine/law etc
done by others. behavior ~which can’t be |e but management is fast moving
e It is, however not a Fine Art studied under controlled in that direction
like painting or music experiments and can’'t be
predicted with absolute
accuracy.
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Techniques of Scientific Management:
1. Functional Foremanship

Factory Manager

/\

Planning Incharge Production Incharge
Route Clerk Time & Cost Instruction Disciplinarian Inspector Gang Speed Repair
Clerk Crrd Clerk Rncc Rncc Rncc
Workman

Taylor suggested division of work of the factory manager into two sub- dep ments: planning
department and production department.

e He realized that, a single foreman/ superv1sor C %ﬁaxed to be an expert in all aspects of

work and therefore he suggested appom uperysors to give instructions to a single

worker. " 25\)
e Outof themg)'&le work un %11rgncharge and would be responsible for planning
ur wo ‘Exéa

a @1 e production incharge and would be responsible for
exeputidn.

Specialists under the Planning In charge:

=

Route Clerk: would specify route/sequence production operations
Instruction Card Clerk: would draft instructions for workers, in handling their jobs.
3. Time and Cost Clerk: would fix
e Dates for starting and completing work as per schedule.
e Cost sheet to determine expenses for material, labour and other overheads.
4. Disciplinarian: would ensure systematic performance of jobs by enforcing rules and regulations.

N

Specialists under the Production In charge:

1.  Gang Boss: would do all preliminary work—keeps materials, machines, tools etc. ready for
workers.

2. Speed Boss: would ensure timely and accurate completion of jobs.

3. Inspector: would check quality of work done by workers.

4. .Repair Boss: would ensure that machines and tools are kept in proper working conditions and are
maintained and repaired properly.
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2. Legal Environment:

v' Ttincludes various legislations passed by the parliament and State Legislatures and prescribes
rules that have to be followed by all members of the business community.

v' Examples:

» Essential Commodities Act 1955=to control production, supply and distribution of and trading
in commodities essential for human beings.

* The Standards of Weight and Measurement Act, 1976 = Applicable for those goods that are
sold or distributed by weight or measure or number. It is used to provide for use of standard
weights and measures thro out the country.

» Consumers Protection Act, 1986 =it provides for better protection of consumers” interests. It
has made provision for establishing consumer councils at district, state and national levels and
provides for redressal for complaints w.r.t unfair trade practices, defective goods, excess price
charged etc.

* Industries (Development and Regulation) Act, 1951 = to control the volume and quantity of
production and distribution. It includes rules about registration and licensing of industries.

» Foreign Exchange Management Act = regulates stock and flow of forelgrﬂ%ge in India.

* Monopolies and Restrictive Trade Practices Act, 1969 = IXE efitration of economic
power to control monopolies, prohibit monopolj iVe trade practices that are
prejudicial to public interest. é

3. Technological Enmroqaﬂ m 26
oaches to

c1 ngods and services e.g. new procedures/
nts etc.
h

ese factors bring a ut 1mprovement in techniques of production and may lead to economy
in cost, time etc or better quality products. A firm needs to keep track of technological
advancements because otherwise it will be forced out of the market.
v" Examples :
o Colour TV took away the share of Black and white TVs.
o Constant innovations in mobile handsets etc.

Features of NEP (New Economic Policy) 1991:

Since ‘91, India has been following a threefold strategy of Globalization, Liberalisation and
Privatization. The aims of these reforms are:

v" To modernize the country’s industrial system v° To encourage private investment( including

v To remove unproductive controls foreign investment)

v Integrating the Indian economy with the
global economy.
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Components of the NEP "91: New Industrial Policy:

This policy aimed to:

» Liberate the industry from the shackles of the licensing system - Liberalisation

» Reduce the role of the public sector - Privatisation

» Encourage foreign private participation in India’s industrial development - Globalisation

» Remove Obstacles in the way of growth and expansion of industrial units of large industrial houses.

» Small -scale sector accorded due recognition and assured of all help

The broad features of this Policy are:

a.

Industrial Licensing Abolished for all items except of a list of 6 industries related to security, strategic
and environmental concerns.

Industries reserved for public sector were limited to 4 core industries - arms and ammunition, atomic
energy, railways etc.

Disinvestment was carried out \4

Policy towards foreign capital investment and technology imp‘r@a‘ﬁbgﬁzed - the share of foreign
equity participation was increased and in many acti NJ@NYTWas permitted.
v" Foreign investment up to 51% allowed ¢ &elrity i(@lstries without prior approval of the

government g\
v FDI up to 74% allow @t ies
v Automatlc \?)UXI nolo %% IQ for pr10r1ty industries allowed within specified
sum ng

p xc $20 lakhs and royalty up to 5% on domestic sales and
8% on mports

Foreign Investment Promotlon Board (FIPB) set up to promote and channelised foreign investment in
India.

Very Important: Impact of Changes in Government Policy on Business and Industry

1. Increasing Competition:
v' As aresult of NEP "91, competition increased specially in sectors that were earlier reserved
for the public sector such as airlines, insurance etc.
v" This competition is from MNCs, imports, existing firms and new entrants to the industry.
o Positive = quality 1
o Negative = firms that could not compete were wiped out.

2. More Demanding Customers:
v Not only are the customers are more demanding and better informed, they also buyers
have access to a wider choice and better quality goods and services. Thus now the business
is faced with more demanding consumers.

o Positive = customers rights and choices have ben given due importance
o Negative = firms investment in R&D
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Planning

Meaning:
¢ Deciding in advance what to do& how to do it. It is one of the basic managerial functions.

o It involves 2 aspects: Setting of aims and objectives of the organization + Selecting and
developing an appropriate course of action to achieve these objectives.

Koontz and O’Donnell - “Planning is deciding in advance what to do, how to do, when to do, and
who to do it. Planning bridges the gap from where we are to where we want to go. It makes it
possible for things to occur which would not otherwise happen.”

Involves setting of objectives & developing an appropriate course of action to achieve these

objectives

Importance of Planning:

NCERT Statement:
Planning is certainly important as it tells us where to go; it provides d1rectlo“\4educes the risk of
uncertainty by preparing forecasts.

\e C
Provides Direction: Sa

Objectives are clearly stated — act a ‘ﬁ a@:tlon should be taken and in which

direction. 2

If goals are well éw ﬁ& Qes are A c@/ e org. has to do & what they must do to
achieve th \i}} A

Del@ eé 1nd1v1c@sa@% are able to work in coordination.

Reduces Risks Of Uncertainty

Biz operates in an uncertain environment & faces several types of risks.

Planning pre-assesses the future uncertainties + enables the firm to face these uncertainties with
minimum wastage of resources.

Changes/ events can’t be eliminated but can be anticipated & managerial responses can be
developed.

Reduces Overlapping And Wasteful Activities

Provides the basis for coordinating activities of diff. depts. & Individuals.

Avoid misunderstandings, eliminates useless activities &provides clarity of thought &action so
work is carried out smoothly w/o interruption.

Promotes Innovative Ideas

Planning is an intellectual process - looks for scope for finding better ideas, methods and procedures
to perform particular job.

Forces managers to think differently & assume future conditions — makes managers creative and
innovative.
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Standing plans are used over and over again because they focus on organizational situations that occur

v They are usually made once and retain their value over a period of years while undergoing
revisions and updates. That is why they are also called repeated use plans.
v" Include policies, procedures, methods and rules.

v’ Strategy, Objective

There are other types of plans which usually are not classified as single-use or standing plans.

Objectives:

Desired future position that the firm wants to reach.
All managerial functions are directed towards
achieving them.

They are given in quantitative term

Are generally written

Contain a time deadline

Should be challenging but achievable

E.g. earn 20% profits in the next financial year.

mNC

Strategy:
Provides broad contours of a firm’s business.
Defines firm’s direction and scope in the long run.
Includes 3 dimensions:

o Determining long term objectives

o Adopting a particular course of action

o Allocation of resougces necessary to achieve

the ob]ectlve \r)
to consideration

Takes t
1dent1ty

ether firm will diversify in the future or

% he same line of business.

Policy \ ‘ '

e Guide to gﬁz&@n ing and

e Define Qx es within w@w agc% can be
made.

Exist at all levels and are related to all functions of a
firm.

Define broad parameters and managers use their
discretion in applying a policy.

E.g. promoting from within, shipping orders

u)éedure

e Set of sequential steps determined in advance for
handling (that is initiating, carrying thro and
completing) future activities

Are given in a chronological order.

Generally meant for insiders to follow.

Enforce a policy and to attain pre-determined
objectives

E.g. selection procedure. Purchase procedures

quickly.
Method Rule
e Formalized and standardized ways of | e Specific statements of what should/ should not be

accomplishing repetitive and routine jobs.
Specifies the best way to perform one step of a
procedure.

Helpful in simplification, standardization and
systematization of work specially where
alternatives exist

Saves time, money and effort and increases
efficiency.

E.g written down or straight line method of
recording deprecation

done in certain situations.

Serve as guides and leave no scope for discretion.
Indicate limits of acceptable behavior and help in
maintaining discipline.

Guide action without specifying a time sequence
E.g. no smoking in the factory premises
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Advantages of Functional Structure:

Benefits Of Specialization:

Activities are divided into depts. on the basis of major functions so leads to occupational
specialization.

This results in more and better work being accomplished in much lesser time.

Promotes efficiency in utilization of manpower as employees perform similar tasks within a dept. &
are able to improve performance.

Facilitates Coordination And Control Within The Department:

There is similarity in the tasks performed.

Also, all employees within the dept. know what is expected out of them & that leads to effective
control over their activities.

Increases Managerial & Operational Efficiency:
Similarity in the tasks being performed — specialization — improved operational efficiency.
Specialists in functional areas supervise the operations — managerial efficiency improves.

No Duplication Of Efforts Leading To Economy Of Operations: CO u

In this type of org., unnecessary duplication of effort is eli

Human & other resources utilized more effectlve na 1cally —economies of scale — lower
cost. &

E.g. Function of finance is Wy h fma @Q@ is no need to establish 2 or more
depts. %“{

? ‘ \,g\)%am ‘ 5
ey heed to be trainedn types of skills.
E.g. employees of production department are given training of production techniques only.

Ensures That All Functional Areas Get Due Attention

Limitations of Functional Structure:

Less Emphasis On Overall Firm’s Objective

Each dept. head gives more weight to their departmental objectives — overall org. objectives suffer
— functional empires wherein the importance of a particular function may be overemphasized.
Pursuing dept. interests at the cost of org. interests can also hinder interaction b/w 2 or more depts.
E.g. to make his image, production dept. may make a very high quality product going contrary to
the org. objectives of selling it to the target market of middle income group.

Problems In Coordination:

This structure facilitates co-ordination within the department but makes inter departmental co-
ordination difficult as to facilitate coordination, info has to be exchanged across functionally
differentiated depts.

If dept. heads work as per according to their own wishes, sharing of info and inter-dept.
coordination becomes difficult.
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Staffing As a Part of Human Resource Management

e Staffing
o Function which all managers have to perform as all managers directly deal with people
o Staffing refers to this kind of role played by all managers in small organizations.

e As organizations grow and number of people employed increases, a separate department called
the human resource department is formed which consists of specialists who are experts in dealing
with people.

e In fact early definitions of staffing focused narrowly on only hiring people for vacant positions.
But today staffing is a part of HRM which encompasses not only staffing but also a number of
other specialized services such as job evaluation, management of labour relations.

v" Human Resource Management
e Involves procuring, developing, maintaining and appraising a competent and satisfied workforce
to achieve the goals of the organization efficiently and effectively.
e Its purpose is to enable every human being working in the organization to makg his best possible
contribution.
' cO-

e Itincludes many specialized activities performed @g@;\sﬁrce personnel. These are:

1. Human resource planning m S rai %@elopmem’c of employees (as
-‘ c

2. Recruitment areer development)

’( % ormance Appraisal of employees

3. Selection
Handling grievances and maintaining

Nk\@mpe ti @
@e Ve plans § g-g management labor relations

8. Providing for social security and welfare of
employees

o Thus we see that human resource management is a much broader concept and includes a wide
range of activities and staffing is an integral part of human resource management.

Evolution of Human Resource management

Human Resource Management in its present form has evolved from a number of significant inter-
related developments over a period of time.
o Industrial Revolution--- led to trade unions---(Labour welfare Officer)
o Introduction of factory system led to employment of large number of labour under
one roof-- (Personnel Officer/Manager)
o Human Relations Approach--- (Human Resource Manager)

Staffing is both a function of management just like planning, organising, directing, and controlling as
well as a distinct functional area of management just as marketing management and financial
management. Staffing, is therefore, referred to as both a line as well as a staff activity i.e., an essential
function of the manager as well as an advisory role played by the Human Resource Department.
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(iv) Placement and Orientation: The employee is given a brief presentation about the company
and is introduced to his superiors, subordinates and the colleagues. He is taken around the
workplace and given the charge of the job for which he has been selected. This process of
familiarization is very crucial and may have a lasting impact on his decision to stay and on
his job performance. Orientation is, thus, introducing the selected employee to other
employees and familiarizing him with the rules and policies of the organization. Placement
refers to the employee occupying the position or post for which the person has been selected.

(v) Training and Development: By offering the opportunities for career advancement to their
members, organisations are not only able to attract but also retain its talented people.

v In most organisations there is a separate Human Resource Department, which takes care of
the staffing function. But in small organisations the line manager is required to perform all
the functions of management viz, planning, organising, staffing, directing and controlling.

v' The process of staffing will then include three more stages.

(vi) Performance Appraisal: After the employees have undergone a perio Kming and they
have been on the job for some time, there is a need to evaluate t \r&u nce. Performance
appraisal means evaluating an employee’s curre E erformance as against
certain predetermined standards. The empl e to know what the standards are

and the superior is to provide t eedb on his/her performance. The
performance appraisal {roccimef e w111p back.

(vii) Promg rii ol Wnd career planning: Yr: otlons are an integral part of people’s career.
’. td being Tag) iorls of increased responsibility. It usually means more pay,
ons1b111ty and jo n.

(viii) Compensation: Compensation, therefore, refers to all forms of pay or rewards going
to employees. It may be in the form of direct financial payments like wages, salaries.
Direct financial payments are of two types :

a. time based: A time based plan means salary and wages are paid either daily, weekly or
monthly or annually.

b. performance based. A Performance based plans means salary/wages are paid
according to piecework. For example, a worker may be paid according to the number of
units produced by him/her. There are many methods to calculate the compensation
under various incentive plans to reward performance.

c. Certain pay plans can be created which are a combination of time based pay plus
incentives for higher performance.

d. Besides there are some other factors also which influence the design of any pay plan,
like legal (labour laws), union, company policy and equity.

Primary/Major Aspects of Staffing

= Recruitment (identifying and attracting staff) + Selection(assessment, evaluation and final match) +
Training(acquainting and skill development).
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Campus Recruitment:

Refers to Recruitment from educational institutions

Colleges and institutes of management and technology have become popular source of recruitment
for technical, professional and managerial jobs.

Many big orgs maintain a close liaison with the universities, vocational schools and management
institutes to recruit qualified personnel for various jobs.

Recommendation Of Employees:

Applicants introduced by present employees, or theirfriends and relatives may prove to be a good
source of recruitment.

Such applicants are likely tobe good employees because their background is sufficiently known.

A type of preliminary screening takes place because the present employees know both the company
and the candidates and they would try tosatisfy both.

Labor Contractors:

Labor contractors maintain close contacts with laborers and they can provide the reqd. no. Of
unskilled workers at short notice.

Workers are recruited through labor contractors who are themselvesemployees of the org.

Disadvantages: u
If the contractor himself decides to leave the org., all the W, @mgbyed through him will follow
suit.

Advertising On Television: N
The practice of t‘elm &Q’c pos L &a 1mportance these days.
s

The detailed of the j égn alifies required to doit are publicized along with the

pr@ ¥ @ g where

. Web Publishing:

Internet is becoming a common source of recruitment these days.

There are certain websites specifically designed and dedicated for the purpose of providing
information about both job seekers and job opening.

In fact, websites such aswww.naukri.com, www jobstreet.com etc., are very commonly visited both
by the prospective employees and the orgs searching for suitable people.

Merits - External Sources

1. Qualified personnel

e Better access to qualified and trained personnel as compared to internal.
2. Wider choice

e Because of larger number of applicants.
3. Fresh talent

e Wider choice +infusion of ‘new blood” into the firm.
4. Competitive Spirit

e As existing staff will have to compete => work harder
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Apprenticeship Programme/training:

o Persons who want to enter skilled jobs such as
plumbing, iron smithy, electrician’s job are sent for
apprenticeship programme.

o Master worker /trainer is appointed who guides
the worker or the learner regarding the skills of the
job.

o When the learner becomes an expert then he is
given the full charge of the job position.

o Generally the time period for such a programme
may vary from 2 to 5 years

Induction Training :

o Induction training is a type of training given to help
a new employee in settling down quickly into the
job by becoming familiar with the people, the
surroundings, the job and the business. The
duration of such type of training may be from a few
hours to a few days

Internship:

o An agreement between the professional institutes
and the corporate sector, whereby the professional
Institutes send their students to various companies
so that they can practice the theoretical knowledge
acquired through these professional Institutes.

o The companies prefer this arrangemen
they get people with freshg.i

knowledge and because_t
stipends. On m students
to practl?l real wor @
o Thus we can say that under Internsh1p the class
room sessions are backed with Practical training.

latest

|

oV

Vestibule Training:

o Employees learn their jobs on the equipment that
they will be using, but Wraining is conducted
away from the wp la

.

of the workplace/ machinery is

@‘%& for thls purpose and the employees are

tralne it, using similar materials, files and
_ﬁ %‘\ stead of the original work set-up.

his method is suitable when the employees are

required to handle sophisticated machinery and

equipment and it provides the benefit of the on the
job methods.

. Situations in which training is required :

a. Increase in labour turnover
b. Inexperienced personnel

c. Asatool for controlling

d. industry is expanding
e. economy recover after depression

f. introduction of new technology

Training

Development

It is a process of increasing knowledge and skills.

It is a process of learning and growth.

It is to enable the employee to do the job better.

It is to enable the overall growth of the employee.

It is a job oriented process.

It is a career oriented process

Class XIl/ Business Studies: Study Material/ 83




Smart SKills Sanskriti School

Directing

MEANING OF DIRECTING:

According to Ernest Dale,” Directing is telling people what to do and seeing that they do and seeing that they
do it to the best of their ability.”Directing is a complex managerial function that includes everything that
a manager does to encourage subordinates to work effectively- instructing, guiding, counseling,
supervising, motivating and leading them

Features Of Directing: Importance Of Directing: Elements Of Directing:
1. Initiates Action 1. Initiates Action 1. Supervision
2. Takes Place At Every Level | 2. Integrates Employees Efforts 2. Motivation
Of Management 3. Guides Employees To Realize 3. Leadership
Continuous Process Their Potential Fully I
4. Communication

4. Flows From Top To Bottom | 4. Facilitates Introduction Of Change

5. Balance In The Organisation u\(
cP-
A\S.

SA
ol
Features of Directing: m N 260

1. Initiates Action:
- A manager Wl hlS funct1ora planning, organizing, staffing and controlling
1s du tion.

DR Y

- ; ier functlons pr -ﬁ ng for action, directing initiates action in the organization.

2. Takes Place At Every Level Of Management:
- Every manager, from top executive to supervisor performs this function.
- The directing takes place wherever superior - subordinate relations exist.

3. Continuous Process:
- It takes place throughout the life of the organization irrespective of people occupying managerial
positions.

4. Flows From Top To Bottom:

- First initiated at top level& flows to the bottom through organizational hierarchy.

- It means that every manager can direct his immediate subordinate and take instructions from his
immediate boss.

Importance of Directing:

1. Initiates Action:

- Directing initiates action towards attainment of desired objectives.

- E.g. If a supervisor guides his subordinates & clarifies their doubts in performing a task, it will help
the worker to achieve work targets given to him.
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5. Employee Recognition programmes:
¢ Recognition = acknowledgement of their work with a show of appreciation.
e Examples:
i.  Congratulating the employee for good performance.
ii.  Displaying on the notice board or in the company news letter about the achievement of
employee.
iii.  Installing award or certificate for best performance.
iv.  Distributing mementos, complimentary goods like T-shirts in recognition of employee
services.
v.  Rewarding an employee for giving valuable suggestions.
6. Job security:
e Stability about future income and work so that they do not feel worried on these aspects and
work with greater zeal.
e Negative aspect of job security - When people feel that they are not likely to lose their jobs,
they may become complacent.
7. Employee participation
¢ Involving employees in decision making of the issue affecting them. \L
¢ Can take the form of joint management committees, work tG,Qanteen committees etc.

8. Employee empowerment: tes

e Giving employees autonomy an Ql
e He feeling that their ]obs &\t has a p031 &t their job performance.

e o2
P ( e\, \ P age Leadership

Meaning = process of influencing the behavior of other people to work willingly towards the
achievement of specified goals in a given situation.

Importance of Leadership:

1. Makes people contribute positively:
¢ Influences behaviour and makes people contribute positively and produce good results.
2. Creates congenial work environment:
e Maintains personal relations, helps followers fulfil their needs+ provides confidence, support
and encouragement.
3. Introduces change:
e Persuades, clarifies and inspires people to accept changes.
e So overcomes resistance to change with minimum discontent..
4. Handles conflict
e Does not allow adverse effects .

e Allows followers to express their feelings and disagreements and gives suitable clarifications.
5. Trains subordinates:

e Builds up successors and helps in smooth succession process.
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o A is the leader - Group Centered - Leadership

BN

"\
P
ld

3. Laissez faire or Free-rein leader

e A free rein leader or a Laissez Faire Leader gives complete freedom to the subordinates.
Such a leader avoids use of power. He depends largely upon the group to establish its
own goals and work out its own problems. Group members work themselves as per
their own choice and competence. The leader exists as a contact maif\ ywith the outsiders

to bring information and the resources the group requires f cc@%hing the job.
o NOTE: This is also known as laissez fair § no interference in the
affairs of others. [French: lal se \ lét / allow and faire means to

do.]Such a leader do e of power unless it is absolutely
essential.
o The f. “ xgl\ven
eEf\ilv nd ways tg
e\, \o e gr u é on thelr own tasks resolving issues themselves. The
P ( rnana re only to support them and supply them the required
information to complete the task assigned.
o At the same time, the subordinate assumes responsibility for the work to be

performed.
o A is the leader. Leadership is Subordinate - Centered - Leadership

ependence to formulate their own

Conclusion:

Depending upon the situation a leader may choose to exercise a combination of these styles
when required. For instance even a laissez faire leader would have certain rules to be followed
while doing work and a democratic leader may have to take his own decision in an emergency
situation.
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1. Mobilization of savings and channelising them into the most productive uses:
e Facilitates transfer of savings from the savers to the investors.
¢ Financial markets help people to invest their savings in various financial instruments and
earn income and capital appreciation.
e Facilitate mobilization of savings of people and their channelisation into the most
productive uses.

2. Facilitate Price Discovery:
e DPrice of anything depends upon the demand and supply factors.
e Demand and supply of financial assets and securities in financial markets help in deciding
the prices of various financial securities; where business firms represent the demand and
the households represent the supply.

3. Provide liquidity to financial assets:
e Financial markets provide liquidity to financial instruments by providing a ready market
for the sale and purchase of financial assets.
e Whenever the investors want, they can invest their savings into long teym, investments and
whenever they want, they can sell the investments/ 1nstrum %Vert them into

cash. \
4. Reduce the cost of transactions: esa
e By providing valuable infor i ers and inancial assets, it helps to saves
time, effort and moﬁvA d have bee em to find each other.
e Also 1nve / sell se r12@ rokers who charge a nominal commission
P f!é\' ices. This V@ }&a arkets facilitate transactions at a very low cost.
Money Markets

e Market for financ1al securities with maturity period of less than one year.
e Mkt for low risk, unsecured and short term debt instruments that are highly liquid are traded

everyday.
¢ No plysical location bye conducted over the telephone and the internet.
e Helps to:

o raise short term funds
o Temporary deployment of funds
¢ (Money Market Instruments Used By)

Govt,/Semi Govt. Pvt. firms & Companies Banks
] Treasury Bills [ Trade Bills {1 CallMoney
" Govt. Securities [ Commercial Papers
7 PSU Bonds [ Certificate of Deposit
e Features of Money market instruments
1. Provide short term funds 4. High liquidity
2. Huge outlay required as unit value of 5. High safety
instruments is high 6. Lower expected returns as compared
3. Duration =1 day to 1 year to long term securities.
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Methods of Floatation:

Initial Public Rights Issue

Offer

Offer through Private
prospectus Placements

Offer for Sale &

1. IPO=lInitial Public offer = First timﬁ%@%@@a
a. Offer though prospgctusgs 25
. Prosp ‘% deta11 b‘xi @ su€Tand therefore helps he potential
the

\t‘, un erstand issue.
P ( e eis
e Itisalso hc issue

b. Offer for sale:
e Securities are sold enblock at an agreed price through an intermediary like
issuing houses or stock brokers who then sells them to the general public at a
higher price.

c. Private placement:
e Allotment of shares to institutional investors and some selected individuals.

d. E-IPO’s:
2. Issuing of fresh capital thro the on-line system of the stock exchange.

2. Rights Issue:

3. Existing shareholders are offered the ‘right’ to buy new shares in proportion to
the number of shares they already possess.

4. The shareholder can either accept the offer himself/herself; assign a part of or
all of his right in favor of another or ‘rescind’( give up) this right altogether.
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5. Secondary Market

6. Refers to a market where existing securities are bought and sold.
7. The company is not involved in the transaction at all. It is between two investors.
8. Features of Secondary market are:
1) Creates liquidity
2) Fixed location
3) Comes after primary market
4) Encourages new investment
9. Difference between primary and secondary markets are:
1) Meaning 6) Organizational
R) Issue difference/Geographical coverage
B) Purpose 7) Listing of securities
4) Buying and selling 8) Sequence
6) Capital formation O) Involvement of company
10) Determination of share pric:“\(
—c0O.

e Stock Exchange:

e Section 2(i) of SCRA 1956 [Se

body of indiyidd4
ody o Hé\l(r\@

n
ther inco o%%?not, constituted for the purpose of assisting,

reglging and controlli?o&gess in buying, selling and dealing in securities.

Features of Stock Exchange:

It's a market for previously issued securities
Dealing only by authorized members
Permits transactions in listed securities only
Has a specific geographic location
Regulated by SEBI & SCRA.

o an o

Functions of Stock Exchange:

a.Gives liquidity and marketability to existing
securities

b.Pricing of securities(dd and ss)

c.Safety of transactions(membership = regulated
+ dealings well defined)

d. Contributes to economic growth (ensures that
savings are channelized to most productive
investment avenues)

e.Spreading of equity cult(ensures wider share
ownership)

f. Provides scope for speculation (in a restricted
and controlled environment)
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Functions of SEBI

Protective Functions

Development Functions

Regulation Functions

i) Prohibit fraudulent & |i) Promotes training of | i) Registration of brokers & sub brokers

unfair trade practices in | intermediaries of the | & other players in the mkt.

secondary market (e.g. Price | securities market

rigging &  misleading

statement)

ii) Prohibit insider trading ii) Investor education iii) Registration of collective investment
schemes & mutual funds.

iii) Educate investors iii) Promotion of fair |iii) Regulation of stock bankers &

practices code of conduct of
all SRO’s

portfolio merchant

bankers.

exchanges &

2 \\\4

iv) Promote fair practice &
code of conduct in securities
market.

iv) Conducting research &
publish information useful

to all market particj b" >

i0 audulent & unfair
0&@ G

P(e\"‘e\

'A% ’Pne
\Nrm

exible

:@1’(
p able

'Y n-t{‘(;ﬂmg insiders trading &
) keover bids & imposing penalties for
such practices.

registered stock brokers.

ﬁg; Internet

1n efc.)
vi) SEBI has permitted | vi) Calling for information by
‘internet trading” through | undertaking inspection, conducting

enquires & audits of stock exchanges &
intermediaries.

vii) Levying fee / other charges for
carrying out the purpose of the Act

viii) Performed exercising such power
under securities contracts (Regulation)
Act 1956, as may be delegated by the
Govt. of India.
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1)

Protective Functions

I) Prohibits fraudulent & Unfair Trade practices in the securities market:

Examples of fraudulent and unfair trade practices are:

e Price Rigging means manipulations with the sole objective of inflating or depressing
the market price of securities. These are prohibited because they can defraud /
cheat investors.

e Making misleading statements: These are statements which are likely to induce
sale/purchase of securities by any other person.

1) Prohibits ‘Insider Trading’:

— ‘Insider’” is a person connected with the company who is reasonably expected to have
access to price sensitive information (w.r.t. securities) which is not available to the public at
large.

— E.g. of insiders are Directors, Promoters etc.

— ‘Insider Trading’ is when ‘insiders’ use privileged information (not available to other
investors) to make individual profits.

III)  SEBI undertakes steps to educate investors so that they are abﬁ@m&te securities of
various cos. And select most profitable securities \

V) Promotes fair practices & code of condrct\ ﬁarket 0

1) W.r.t. debenture hiie _‘ 2
\ not cha Qzay,
P ( e\, ﬁ@@lr&r funds job unilaterally.

2) W.r.t. insider thading:

— SEBI can investigates cases & if found guilty, is empowered to impose
fine / imprison the guilty parties.

3) W.r.t. preferential allotment of shares:

— SEBI has stopped the practice of making preferential allotment of
shares unrelated to the prevailing market price.

Tovics in NCERT but not in your syllabus:

1)
2)
3)
4)
5)
6)

National Stock Exchange
Objectives of NSE

Market Segments of NSE

Over the counter exchange of india
Advantages of OTC market
Organization structure of SEBI
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Role of Marketing(in NCERT but not in the syllabus)

Role in a Firm

Role in the Economy

Marketing emphasizes that the customer is the
key to the survival and growth of an
organization in the contemporary competitive
environment.

* It, thus, helps in focusing the activities of an
organization on the needs and wants of the
customers.

* An analysis of the needs and wants shall be
undertaken in order to decide what to produce
and sell.

* The product will then be :

o Designed according to the needs of the
potential customers

o Made available through outlets convenient to
the customers

o Priced at a level the target customers can
afford.

Marketing, thus, helps in serving customers in
a better way and a satisfied customer is the

most valuable asset to any firm. _‘ ( O

produce
aﬁ ‘0 sale,
m; anfd the Cha

Acts as a catalyst in the economic development of the
country and helps in raising the standard of living of the
people.

* Plays a significant role in the economic development
of the nation by inspiring people

to undertake new activities and to set up new
enterprises for producing goods and services needed by
the customers.

e Overcomes obstacles posed by high prices due to
imbalances in the levels of production and consumption.
* Ensures smooth flow of goods through efficient
physical distribution arrangements.

* By linking the business and consumption centers, it
accelerates the economic activities leading to higher
incomes, more consumption and in

saving and investments. It g ]{ﬁ] inding the right
type of produc ices that a firm should
ere it should make such products

m at which they should be sold
0

villg the products to the ultimate place of
ptlon or use.

Ofe\,\e r\nﬂe
Yo

Marketing Mix

There are a large number of factors that affect marketing decisions. They can be classified as:
¢ Non-controllable factors and Controllable factors:

To be successful, a firm needs to take sound decisions wrt controllable factors while keeping the

environmental factors in mind.
To develop

marketing tools, marketing managers use the

abovementioned controllable factors and the set of marketing tools that a firm uses to pursue its

marketing objectives in the target market is described as Marketing Mix.

Success of a market offer

will depend upon how well these ingredients are mixed to create superior value for customers and
simultaneously achieve their sales and profit objective. Thus, an ideal marketing mix would need:

e Producing satisfying products
e Offered to buyers at a reasonable price

e Conveniently available
e About which communication is offered.
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Branding

e A product is a mixture of tangible and intangible attributes, which are capable of being exchanged for a
value and with the ability to satisfy customer needs.

e Itincludes goods, services, ideas, persons and places in the concept of product.

e Marketers must, thus, focus on what a product or a service does for a customer, that is, the utility or benefit
that a product provides to a customer. Once that is analysed, a layer of values can be added to provide a
greater satisfaction to the customers. These layers can be categorized as:

o First level- that is, the basic benefit that a buyer seeks in a product. E.g. for an automobile
transportation.

o Second level- that is what a customer expects (in terms of various features etc) when they buy a
product. E.g. fuel efficiency, desired mileage etc.

o Third level- that is, augmented product level, that is, features that can be added by marketers in
order to exceed customer expectations. E.g. finance options etc. it helps to beat the customers.

e From the customers’ point of view, the customer seeks 3 types of benefits:

o Functional Benefits (motorcycle =>transportation)
o Psychological Benefits (motorcycle =>need for prestige and esteem)
o Social Benefits (motorcycle =>acceptance from a group)

Branding:

K

Generic name: Name of the whole class of the product. Eg. Toothgagte, V@Qa‘t&)etc.

Branding;: the process used to create a distinct identj ﬁa ¢t. It is the process of using a
name, term, symbol or desigg, i @tﬁ r in same combination to identify a
product. N

Brand Name, term, siit{c@m some, co atiz_ the above used to identify the
prod We sdller and to ilﬁe iat&them from those of competitors.

Brand Name ¢ e&q’ &Carand that s;)&k

Brand ma@ ( art of bran?-lal e form of symbols, design, color scheme or lettering that
cannot be uttéred but can be recognized.

Trade Mark Brand/ part of brand that is given legal protection against its use by other firms..

Advantages to the marketers:

e FEnables product differentiation:.
v' Distinguishes the firms products from that of its
competitors, thus secures and controls its markets.
e Helps in advertising and display programmes:

v" Without a brand, the advertiser can only create an
awareness about the generic product and not be sure
of the sale of his brand.

e Differential pricing:

v" As when customers like and become used to a brand,
they would agree to pay a little more for it than the
competing product

e Ease in introduction of a new product

minimizes selling costs - enjoys the reflected glory of the

brand

Advantages to Customers:

e Helps in product identification:

v' If customer is satisfied with a brand,
he will not make a close inspection
every time.

e Ensures quality:

v' deviation in quality, customers can
have a recourse to the
manufacturer/marketer.
Tconfidence and level of satisfaction
of customers

e Status symbol:

v Because of their quality, customers
feel proud of suing them and so 1
level of satisfaction of customers
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Transportation:

o Physical movement of goods to place where they are required. Very crucial as unless goods are physically
available, the sale cannot be affected.

o Means of carrying goods and raw materials from the points of production to the point of sale.

o A firm uses it both for bringing raw material to the firm and transporting finished products from the firm.
o Modes available = rail water, air, pipeline or trucks.

o Decision criteria = speed, frequency, dependability, availability, cost etc.

Warehousing:

o Act of storing and assorting products in order to create time utility.

o There is a time gap between production and consumption and goods need to be stored during this time
period.

o Larger the number of warehouses=>]esser the time taken to serve customers at different locations=> but
greater the cost of warehousing.

o Firms may either use own warehouses or hire services of specialized warehouses.

o Products requiring long term storage (agricultural products)=>warehouses locate{x production sites
=>minimises transportation charges.

o Bulky/hard to ship /perishable products=>warehouses kept ons near the market.

o Modern warehouses perform various specialized ﬁmtl mg, labeling, packing etc.

a0\ l‘\‘e\N " ,\
P ( 6 N P aalgnels Of Distribution

Meaning:

e Includes a series of firms/ individuals/ people/institutions/merchants and functionaries who
form a network which helps in the transfer of title to a product from the producer to the end
consumer.

e They help to overcome time, place and possession gaps that separate the goods and services from
those who need/want them from those who want them

Types of Channels:
o Direct/zero level channel:
v" Producer — consumer
v .E.g.: mail order, internet, door to door selling. E.g. Eureka Forbes.

o Indirect channel:
- One level channel =
v' Producer— retailer —consumer
v" Usually used for specialty goods like expensive watches, appliances, Cars( Maruti Udyog)
etc.
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Objections To Advertising: The opponents of advertising say that expenditure on advertising is a social waste
because:

1. Adds To Cost:
e advertising unnecessarily adds to the cost of the product, which is ultimately are passed on to the
consumers in the form of higher prices.
e The money spent adds to the cost, which is an important factor in fixation of the price of the product.
But
e Advertisements also increase the demand for the product as large number of potential buyers come to
know about the availability of the product and its features and are persuaded.
e The increased demand leads to higher production, so the firm is able to achieve economies of scale.
Thus, The “per unit’ cost comes down which lessens the burden of consumers rather than adding to it.

2. Undermines Social Values:
e Another important criticism of advertising is that it undermines of social values and promotes
materialism.
e [t breeds discontent among people they come to know about new product and feel dissatisfied about
their present state of affairs.
e Some advertisements show new lifestyles which don’t find social approval.

e Advertising informs buyers about the improvement of new products over eﬂ% products. If the
buyers are not about these products they may be using inefficient prod .
e Also, the job of advertising is to inform. Whether to buy o &@yﬁ 1

by the buyers according to their needs. &e
e They may be motivated to work harder t beN@p rchas;z‘k%e@oducts.

3. Confuses The Buyers: . 95\! "( O Q O“
e There are so t%w or the sa p’r&_c@, ach to be better than the rest, so the consumer gets
confu‘?* é\/ ich one j g ich should be relied upon.

e EG may note simﬂ;?;ﬁ f whiteness or stain removing abilities in competing brands of
detergent powder of claims of whiteness of tooth or “feeling of freshness’ in competing brands of
toothpaste that it becomes confusing for the buyers to make a choice.

But

e Consumers are rational human beings and should be able to make a choice keeping factors like price,
style, size etc also under consideration.

e Buyers can clear their confusion by comparing and analyzing the information provided on the
advertisements and other sources before taking a decision to purchase a product.

a decision that must be made

4. Encourages sale Of Inferior Products:

e Advertisements do not distinguish between superior and inferior goods and persuades people to buy
inferior products also.

e Some advertisements are deceptive. They make false and exaggerated claims and innocent buyers are
deceived

But

e Superiority and inferiority depends on the quality, which is a relative concept. The desired level of
quality will depend on the economic status and preferences of the target customers.

e Production of inferior goods is not necessarily a disservice, as a section of population cannot afford to
buy the high quality expensive products and need a cheaper variety.
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1.

3.
4.

o O1

* Customers
1. Help In Identifying Needs - helps customers recognize their needs and wants and know how they
can be satisfied.
2. Latest Market Information - w.r.t price changes, product availability and shortages, product
introduction etc that help them take purchase decision.
Expert Advice -
4. Induces Customers - to purchase products that satisfies their needs in a better way and thereby
helps them improve their standards of living,.

«

* Society:
1. Converts Latent Demand - leading to more jobs, more incomes and more products and services =>
ECONOMIC GROWTH.

2. Employment Opportunities -greater income and employment to unemployed youth.

3. Career Opportunities - with greater opportunities for advancement and job satisfaction as well as
security, respect, interest and independence to young men and women.

4. Mobility Of Sales People - which promotes travel and tourism.

5. Product Standardization - 1 standardization and uniformity in consumption patterns in a diverse
society.

Qualities of a good salesman: u\(

Physical qualities: Tidy appearance, good posture, cheerful smile etc \ e C

2. Psychological qualities: good nature with Empathy and e o
Technical quality: Full technical knowledg N& 60
Good communication skills \l\l e& mg "rs?@

. Honesty,

\
. Courtesy, P ( e\, P ag

e

7. Persistent- must not give up as one additional argument can close a sale.

8.

Capacity to inspire trust

Public Relations

The concept of Public Relations involves a variety of programmes to promote and protect a company’s
image or its products.

It means to strengthen relations with various stake holders like customers, shareholders, employees,
suppliers, investors etc. It is done through - news, speeches by corporate leaders, organizing events like
sports events, concerts, seminars etc.

Public Association Relations” defined public relations as “ The art and social science of analyzing trends,
predicting their consequences, counseling organizational leaders and implementing planned programme
of action which will serve both the organization and the public interest.”

“The Chartered Institute of Public Relations” defines Public Relations as ,a strategic management function
that adds value to an organization by helping it to manage its reputation.

Public relations covers a wide range of tactics, usually involve providing information to independent
media sources in the hope of gaining favorable coverage. It also involves a mix of promoting specific
products, services and events and promoting the overall brand of an organization, which is an ongoing
tact.
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e Ways and means of Consumer Protection:

Self Regulation by Business:
o Itisin the long-term interest of businesses to serve the customers well.
o Socially responsible firms follow ethical standards and practices in dealing with their
customers.
o Many firms have set up their customer service and grievance cells to redress the problems and
grievances of their consumers.
Business Associations:
o Examples of associations of trade, commerce and business - Federation of Indian Chambers of
Commerce of India (FICCI) and Confederation of Indian Industries (CII)
o They have laid down their code of conduct which lay down for their members the guidelines in
their dealings with the customers.
Consumer Awareness:
o A consumer, who is well informed about his rights and the reliefs available to him, would be in
a position to raise his voice against any unfair trade practices or unscrupulous exploitation.
o This enables them to understand their responsibilities and to safeguard their interests.
Consumer Organizations”:
o Educate consumers about their rights and providing protection to them.
o Force business firms to avoid malpractices and exploitation of consyigers. \(
Government: .
o Enacting various legislations. The legal framewméia\c% éncompasses various legislations
which provide protection to consumeys.
o The most important of these re ti e Consu g”jﬁction Act, 1986. The Act provides
for three-tier machin trict, state @ evels for redressal of consumer

‘?‘e\'\e\h\lp 208 > :
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5. Appointments

All appointments are by
the State Governments on

All appointments are by the State
Governments.

All appointments are by the Central
Government.

6) Action that can be
taken

previ®

the basis of | o Members-on the basis of | o Members-on the basis of
recommendation of a recommendation of a selection recommendation of a selection
selection committee. committee. committee.
o President \%ﬂtaﬂon o President - after consultation
w;ta @ngshce of the High with the Chief Justice of India.
\“v

(t@c ses,

o The conc

A’

m@zﬁ zh

m Shall refer the complamt to the party against which the complaint has been

@ulred the goods or samples thereof shall be sent for testing to a laboratory.
o The concerned commission then shall pass n order after considering the test report from the lab and
after hearing the party against whom the complaint has been filed.
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Leqgal Protection to Cons

umers — Not in Syllabus

Name of the Act

Objective/applicable to

Protects Consumers

Against

Protection Mechanism

1. Consumers Protection Act,
1986

Protect and promote interests of
consumers

v" Defective goods

v" Deficient practices

v Other forms of
consumer exploitation

Setting up a three-tier mechanism and
provide for formation of consumer
protection councils in every district
and state and at the apex level.

2. The Essential Commodities
Act, 1955

Controlling production, supply and
distribution of esse

commodities, checkm
zi%

An 1 Uc‘wmes of
QE‘; S, hoarders and
M‘61&1c1< marketers.

0

Act provides for action against the
above mentioned.

e\
Wﬁ%?

trend in prlce
@1 cf)ﬁdltlons by which the

sg“m“f\
ties A
es made by parties to a

contract will be binding to each
other.

Protection Mechanism:

Specifies remedies available to parties in case of breach of. Contract.

4. The Agricultural Produce | Prescribes grade standards for | Protection mechanism:
(Grading And Marking0 | agricultural = commodities — and | v Stipulates conditions that govern use of standards
Act.1937 livestock products. v Lays down procedure for grading, marking and packing of
agricultural products
v Uses "AGMARK’ as a quality mark.
5. The Bureau Of Indian |v" Formulation of quality | Protection Mechanism:
Standards,1986 standards for goods. v Manufacturers allowed using the ISI mark only on ensuring that
v' Certification thro BIS goods conform to prescribed standards.
certification v’ Set up a grievance cell where consumers can file a complaint

about quality of goods carrying ISI mark.

6. The Standards Of Weight
And Measurement Act,
1976

Applicable for those goods that are
sold or distributed by weight or
measure or number.

Protects Consumers Against:

Malpractices of under-weight and under-measure.
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OPTION 4: STOCK MARKET

The purpose of this project is to teach school students the values to investing and use
the stock market. This project also teaches important lessons about the economy,
mathematics and financial responsibility. The basis of this project is to learn about
the stock market while investing a specified amount of fake money in certain stocks.
Students then study the results and buy and sell as they see fit. This project will also
guide the students and provide them with the supplies necessary to successfully
monitor stock market trends and will teach students how to calculate profit and loss
on stock.
The students will have to study the prices of companies in a particular Stock
Exchange. They will also be required to identify and study the price movements of
firms in that Stock Exchange for a period of 6 months.
The students are already exposed to the Stock Exchange under Globalization in the
Economics Unit of Social Science Syllabus of class X. The Project Work will gnable
them to understand the topics ‘Sources of Business Finance,” Unit 6)61% @\Shd
‘Capital Market,” Unit 10 of Class XII. te Sa‘\e .
The project work will enzﬁ](@mnﬁ)p “ 260

. Undizfﬂte@\lop 9

e

its like sou in&Ss finance and capital market

tand thm& I;§§tock exchange
e Inculcate the habit of watching business channels, reading business

journals/newspapers and seeking information from their elders.

The students are expected to:

Develop a brief report on History of Stock Exchanges in India. (your country)

b. Prepare a list of at least 25 companies listed on a Stock Exchange.

c. To make an imaginary portfolio totaling a sum of Rs. 15, 00,000 equally in any
of the 5 companies of their choice listed above.

d. The students may be required to report the prices of the stocks on daily
basis and present it diagrammatically on the graph paper.

e. They will understand the weekly holidays and the holidays under the
Negotiable Instruments Act. They will also come across with terms like

closing prices, opening prices, etc.
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o ‘Distinguish between’ should always be tabulated. Basis of difference should
also be given. If for one basis, one part in correct while the other is incorrect
or not related to the other side or is not done, then no marks for the correct

part will be awarded.

GUIDELINES FOR PRACTICALS

Project draft has to be preserved and produced with your final file on the date of

your viva.

Project file must be reviewed by your teacher before final submission on the 10th

of December.

¢ File must be prepared on the basis of the guidelines given.

e Your teacher has to write her comments and stamp your project. So timely
submission will ensure that your project will be corrected thoroughly and you
will get adequate time to correct mistakes, if any.

e CBSE holds its practical exams between the 1st and the 15t of F ebruary u\L

¢ On the date of the practical examination,

> You are required to come to scho ect school uniform and
present yourself for m; “&éwﬂl 2{%@ by an external
examme " %
P ez\,l also be g@d&aoduce your practical file for correction
where it w1 aluated by the external examiner.

e You can be asked any question about :

» The topic you have selected,

»> The chapter concerned from your text (i.e. Marketing Management or
Business Environment or Principles of Management depending on the
project you have selected)

> The firm you have studied

» Any question or specific principle that you have covered as a part of your
project

> Your findings and Learnings from the project.
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Chapter 4: Planning

Define planning;:

Following Are Some Points Jumbled Up. Please Categorise Them into Features,

Benefits and Limitations of Planning

POINTS

CATAGORY

PN XD

Focuses on achieving objectives

May not work in a dynamic Environment
Involves decision making

Promotes innovative ideas

Establishes standards for controlling
Mental exercise

Futuristic

Limited flexibility

Provides direction

. Leads to rigidity

. Time consuming

. Reduces risk of uncertainty
. Does not guarantee success
. Continuous

. Reduces creativity
. Pervasive

. Reduces o

. Prima

. Involvés
. Facilitates decision making

g fro® N
astefu 1t1@0
of mana@ﬁ@

huge cots

PN TIE WD

Answer in one sentence:

1. Explain why rules are the simplest type of plans?

Planning requires logical and systematic thinking rather than guess work.
Which characteristic of planning is highlighted in this statement?
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Q1
Q2

Q3

Q4
Q5

Q6

Q7

Qs

Q1

Q2

Q1

Planning - Concept, importance and limitations.

What is the purpose of planning?

Explain how planning facilitates decision making?

A firm does not believe in the process of planning. What are the likely effects that such a
tirm will have to bear? ( reverse the importance)

Explain any two reasons which suggest that planning is important in managerial process.

‘Planning is the basis of control, action its essence, delegation its key and information its
guide.” Explain. (relate planning with controlling, directing and organising)

‘Planning is not guarantee for success for any organization.” Explain.
e Statement explanation- 1 mk.
e Limitations of planning = 4 marks

‘Planning restricts creativity’. Explain briefly.

Explain the external limitations of Planning.

Planning Process CO u\k

Explain the meaning of supportive plans or derlvat{@%akl examples Why are they

required?

Defining orgamsatlona opj t‘(@ the f116 p i “ Z('ess of planning. Explain, in

brief, the othe \]hf

process

;E gof Plans- Ob]Qanategv, Policy, Procedure, Methods, Rules, Budget

and Programmes

A Company needs a detailed plan for its new project. Construction of a Shopping Mall.

What type of plan is it?
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15. Give an example of use of :
a. Apprenticeship training .................coooiiii
b. Internship..........cooiiiiiii
c. Vestibule ...

16. Give one reason for the popularity of campus recruitment as a source of

recruitment.
Basic Questions
1. Define staffing.
2. Explain the importance of staffing
3. Write a short note on Staffing as a part of Human Resource Management
4. Explain the steps in the Staffing process
5. Explain the internal sources of recruitment.
6. Critically analyse the internal sources of Recruitment
7. Explain the external sources of recruitment. U\(
8. Critically analyse the external sources of Recruitment\ e CO .
9. 3

Name the sources that can be used to recruit: Sa
a. Top or middle level mana

b. Government employse “0 " 260

c. Lower leve @ )eks ’l
m m the cgpl(ess
e the test ectlon process.
2 Define Tramm evelopment

13. Explain the 1mportance of training

14. Differentiate between training and development.

15. What are ‘On the job” and ‘Off the job” methods of training?
16. Explain the following:

Induction Training

Vestibule Training

Apprenticeship Training And

Internship Training.

an oe

o Meaning And Importance Of Staffing

Q1 You are the Personnel manager of a concern. How would you estimate the manpower 1
requirements of your firm with the help of workload analysis?

Q2 Why is staffing considered to be the key to other functions of management? 3

Class XIl/ Business Studies: Summary and Questions/ 217



Q1

Q2
Q3

Q4

Q1

Q1

Case Problem:

A company ‘M’ limited is manufacturing mobile phones both for domestic Indian
market as well as for export. It had enjoyed a substantial market share and also had
a loyal customer following. But lately it has been experiencing problems because its
targets have not been met with regard to sales and customer satisfaction. Also
mobile market in India has grown tremendously and new players have come with
better technology and pricing. This is causing problems for the company. It is
planning to revamp its controlling system and take other steps necessary to rectify
the problems it is facing.

Questions

1. Identify the benefits the company will derive from a good control
system.

2. How can the company relate its planning with control in this line of
business to ensure that its plans are actually implemented and targets
attained.

3. Give the steps in the control process that the company should follow to
remove the roblems it is facing.

4. What techniques of control can the company use?

In all the answers keep in mind the sector of business the company 16\‘: u\k

Meaning a‘d if@ @gsa
Does control help in ]udgmﬁv@m of standa %ovmg motivation of the

employees? EXplanl

Cont@ ngk(,)kmg ba@ﬂ@@orwm‘d looking.

How does a control system simplify the task of a supervisor?

Controlling is an indispensable function of management. Do you agree? Give four reasons
in support of your answer.

Relationship between Planning and Controlling

‘Planning and controlling are inter-dependent and inter-linked activities.” Explain.

Steps In The Process Of Control

Give meaning of the term “Deviation” as used in the control function of management.
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Chapter 9: Financial Management

STATE IN EACH OF THE FOLLOWING CASES WHETHER THE WORKING
CAPITAL REQUIREMENT WILL BE LESS OR MORE?

NSO ®PN =

9.

10.
11.

12.

13.
14.

The firm is manufacturing fans and it is month of May

The firm is a coaching centre

The firm has a number of branches having a high turnover

World over economy is undergoing recession

The firm is manufacturing bread and other bakery products

The firm is manufacturing led tv’s

The customers of this firm are well established firms who can easily get a
long credit period on their purchases.

The firm is extremely successful having a good track record and always gets
sufficient time to repay the bills due

The raw material has to be imported, which takes over a month

The firm has a high debtors turnover ratio

In 2 months time, the production will have to be doubled as the demand is
increasing

There is stiff competition posed by other sellers of our commodity, in the
market

The inflation rate has touched an all time high

The firm is supplying designer clothes on order \4

STATE IN EACH OF THE FOLLOWING CAS% a\eH& THE FIXED

CAPITAL REQUIREMENT WILL BE LES %

1.
2.
3.

173

6.

7.

8.
9.

10.

acturm f mobile phones

The firm is manufa @
World qve Wr&t tness growth
Oz
has a nches having a high turnover

The firm prodm lls handicraft items

In 2 months time, the production will have to be halved as the demand is
falling

The firm is a leading cosmetic manufacturer and is planning to launch a new
range of colour cosmetics at the fashion week
The firm is textile firm planning to start a cement manufacturing plant
For the new factory the land can be leased
The leading men’s clothing brand will sell its new range through popular and

major retail outlets
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FINANCIAL MARKETS - WORK SHEET 2
1. Expand:

SEBI

ro

SCRA

NBFC'’s

2. Define:
I Stock EXChange ...t e

ii.  Primary Market e

3. Fill in the blanks:
i. A company’s securities can be traded on a stock exchan é dnl

ii.  The electronic form of holding thﬁ ‘@ﬁ@‘
i

iii. A stock exchange vy, to periods
Separatt gtnd ow. qf thQ ck exchange from the trading
P ? @ r§he m
v.  Individuals, p ershlp firms or corporate bodies intermediating directly
between the buyers and sellers of securities are called....................

4. What kinds of services are offered by the SEBI to the intermediaries?

i Gives..........oeee and ................. To existing securities
i of securities
. . of transactions
iv.  Contributesto .........................
v. Spreadingof ..................
vi.  Provides scope for .....................
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Q1
Q2
Q3
Q4
Q5
Q6
Q7

Q1

Q2

Q3

Nokia acquired music solution and content provider LoudEye and GPS solution
provider Gate5. It is all slated to launch its most high-profile handset, which boasts
of having a 5 mega pixel camera and GPS capabilities apart from iPod quality music,
in February. Says Taneja, “There is increasing demand for convergence and multiple
functionalities in high-end handsets. The N-series will try to address that.” Nokia
feels that the new platform strategy wherein different handsets are launched under a
platform, like the N-Series, will become a status and style statement and drive
numbers.

Source: www.economictimes.indiatimes.com

Question:

1. Identify the four market segments that Nokia plans to address as per the
news report above.

2. What is the basis of classification of the market used by the company?

3. What do you mean by realignment of product portfolio? Illustrate this from
the case above. Identify the points that can be highlighted in marketing
campaigns for each segment.

4. What are the different considerations in the mind of consumers of each
segment while purchasing mobile phones as given in the above case?

Marketing - Meaning, Functions and Role

What is meant by Marketing Management? O \4
.
What is the modern concept of marketing? esa.\e C

What is the traditional concept of markes &A “ 260

What role does mar éWlﬁ‘w an ecopzAB
Def1r@¥(@\l/\]hat k1? s are subject to the process of grading?

State any five functions of management from the management point of view.

How can marketing help a firm build its goodwill in the market?

Marketing Management Philosophies

Which concept of Marketing suggests that the organisation should earn profits thro
consumer satisfaction and social welfare?

‘Blindly following the goal of customer satisfaction and profit maximization has led to
many social and environmental evils.” Do you agree? What can be done now?

Differentiate between the concepts ‘product’ and ‘production’ in marketing keeping the
following as base:

(a) Focus

(b) Means

(c) Ends
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b. The loose spices purchased by Aditi were adulterated.

c. Saahil found a worm in a chocolate but did not tell anyone as he thought it is

small amount, so there is no point in making a complaint.

d. Neha desperately wanted to watch the movie so purchased the tickets from a

black marketer.

Basic Questions
Explain the importance of consumer protection.
Who is a consumer?
What is meant by consumer protection?
Explain the Rights of consumers.
What are the responsibilities of consumers?
Who can file a complaint? \(
Against whom can complaint be filed? CO

‘eg,a\
Case Problem: NO 2’
Now, filing complai %1 away &n nt in a consumer court’s
gomg to ge eg}iﬁ the end of Qﬁ Fglrtually No matter which part of the
@ it's t the click of a mouse. The project, called
Co on! Computens? omputer Networking of Consumer Fora), is being
executed on a turnkey basis by the National Informatics Centre (NIC).
”Online registration of complaints, the government hopes, will promote e-
governance, transparency, efficiency and streamlining of consumer fora,” said an
official in the consumer affairs ministry. Of Rs 48.64 crore set aside for the project, the
government has released Rs 30.56 crore so far, the official added.
"Besides software development and testing, networking and project implementation,
integration and site preparation, it will include purchase of hardware for all the 583
district fora, 35 state commissions and the National Commission,” the official said.
At present, computer systems and system software have been delivered to 25 state
commissions and 300 district fora — never mind the fact that it's sometimes a long
wait before the hardware is finally unpacked and set up in some of the districts.
Meanwhile, training of staff, sometimes in the classroom and sometimes through e-
learning sessions, are in full swing. “But just setting up an online complaint filing
system won’t ensure a strong consumer protection movement in the country — for
that we're working on GenNext and the best way to do that is to go to schools,” the
official said. The government is, therefore, involving school children to form
consumer clubs so as to involve them in various consumer welfare activities.
Part of the funding for running the club is to come from various state governments,
with an equally matching grant from the Centre. However, a number of state

NG PN
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Q1

Q2

Q3

Q1

Q2

Q3

Q1

Q2

Q3

Q4

governments are yet to sanction the fund — some of these include Uttar Pradesh,
Madhya Pradesh and Kerala.
Source: www.economictimes.indiatimes.com
Question
1. What new measure is the ministry of consumer affairs taking to make filing
of complaint easy?
2. What role can you as a student play to contribute to the cause of consumer
protection?
3. What scenario of consumer protection do you foresee when the measures
proposed in the above news report are implemented?

Importance of Consumer Protection

Who is a consumer according to the consumer Protection Act? 3
Explain in brief any six reasons as to why consumer protection is needed in India. 6
What is the purpose/objective of Consumer Protection Act? 1

Consumer Rights

Which consumer right gives the business firms freedom to set up their own consumer service and 1
grievance cell?

What is a complaint under The Consumers’ Protection Act, 1986? O u\k
Explain any three rights of a consumer under the Consumer protgéﬁec‘tc ’

Consumer Responsi

(=2

Rita wants to buy a packet of mﬂﬁ@%ﬁmur@*&o%&g be sure of the quality of 1

juice she plans to buy? 60

Explain ? el % 2 1
A shopkeeper sold you som sp iming that they were pure. Later, tests showed that they 6
were adulterated. What precautions should you have taken before buying and what remedies are
available to you now.

Explain any six responsibilities of a consumer to safeguard his interests. 6

Role of Consumer Organizations and NGOs

Q1 Non-Government Organisations perform several functions for the protection and 6

promotion of consumers. Name any six functions performed by them..
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