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Management (Fifth Year)
Syllabus (three periods weekly)
A ke 2 (AU 3 5182
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Introduction the managerial function:

1- Planning function:
- The definition of planning- characteristics of planning
- Advantages of planning — steps of planning. September
- Types of plans — strategic planning process. +

2- The organization function: October
- some keys definitions.
- Formal and informal organization.
- Steps in organizing..
- Organization and job description.
- Departmentation. — Coordination. November
- Authority and responsibility. — Delegation of authority.
- Decentralization of authority. — Committee in organization.
The directing function:
- nature of directing and leading. December
- Some characteristics of directing. 2018
- Aspects of directing.
The controlling function:
- meaning and nature of controlling functions.
- Characteristics of the control function.
- Basic elements of the control function.
- Requirements of an effective and adequate control system.
- cost control.
- Advantages of cost accounting and control.
The Organization function:
- Marketing function — Production function — Financing function.
Scientific management.
- Elements of scientific management.
- Henry Fayol and scientific management.
- Advantages of scientific management.
- Objections of scientific management.
General revision.

2019
February

Model of examination. May 2019
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Exercise No: (1)

Exercise No: (2)

Exercise No: (3)

Exercise No: (4)

Planning function

Exercise No: (5)

organization function

2018
September
+

October

Exercise No: (6)

Exercise No: (7)

Exercise No: (8)

Exercise No: (9)

The organization function

November

Exercise No: (10)

Exercise No: (11)

Exercise No: (12)

The directing function

December
2018

Exercise No: (13)

Exercise No: (14)

The controlling function:

2019
February

Exercise No: (15)

Exercise No: (16)

Exercise No: (17)

The Organization function:

Exercise No: (18)

Scientific management.

March

Exercise No: (19)

Exercise No: (20)

Exercise No: (21)

Scientific management.

April

Exercise No: (22)
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General revision.
Model of examination
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May 2019
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Subject Managerial Functions
Aims To define student what is the managerial function.

Aids Set book - Black board
[tems: New words

Planning Organizing P |
Plans ks | Directing & Leading Salddl 9 dud-gudl
Planner 3 Condoling agld i

o There are four managerial functions: & a¥ iyl Y10 /Y1) aghid
1 —The planning function Jadasdl Aol
2- The organizing function ealdl Aalsy
3 —The directing & leading function sakdll g 4~ o=3) Aalo g
4- The controlling function el hadsg
o The planning lunction ladaidldad,

- Planning is that managerial function which consists of determining in

advance what should be done. ¥+:¢ aglaa

- Planning is deciding in advance what to do, how to do it, and who is to
do. ¥+«

- Planning is the most basic of all the managerial function. ¥+

- Planning consists of determining the goals, policies, procedures, and
other plans needed to achieve the objective of the organization.

- Planning is mental work,

- Planning means to think before acting.Y-\1/Y+10/¥++1 gl
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Subject Characteristics of planning

Aims To define student what is the Characteristics of planning.
Aids Set book - Black board

[tems: New words

Arable | Engiish |  Arabic
objectives decision making ol pad AL
mental activity future activity Al Aaid|
facts It considered forecasts Axdgle Qg

o Characteristics of planning: loldosd) oitas Yoed aglid

1- It is based on objectives and policies of the organization.

2- It concerns future activity. Y--1aglsa

3- It is a mental activity, and involves thinking.
4- 1t is not a guess work and is based on facts and considered forecasts. r-10as2
5- It pervades all managerial activities as decision making.
6- It is a primary function of management.
7- It is a continuous function of management.
8- It is directed towards efficiency.
o The nature of planning: lodosedifads Y-t agla
1- Contribution to purpose and objective.
2- Primacy of planning.
3- Pervasiveness of planning. and efficiency of plans.

Exercise No (1)
Training Note book &lay o)l v

Page no: 3
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Subject Advantages of planning:  lodosed Lise
Aims To define student what is the Advantages of planning.
Aids Set book - Black board

[tems: New words

hastily decision contingencies 8)lelo
performance departments <ylal
uncertainty stipulated time duoal! cddgdl

o Advantages of planning:  todesci Lise

1- Minimize the chance of making hastily decision.

2- All the departments are conscious of the enterprise objectives and
make coordinated efforts to achieving to them with the stipulated
time.

3- Manager will be able to exercise control over performance by
comparing the standards laid down.

4- It helps in minimizing the hazards of uncertainty.

5- Planning helps in making provision for future contingencies. Y-\ pglaa
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Subject Steps in planning:  v-vipals Jadesed Oiglas
Aims To define student what is the Steps in planning.
Aids Set book - Black board

[tems: New words

Eagiish Engiish

problem Assumptions W]
alternatives clear-cut goals Aoy dlval
consequences Steps - glas>

o Niepsinplanning: v-\1aals dadesedl Siglas.

1- Define the real problem.
2- Establish clear-cut goals and objectives of the organization.

3- Assumptions and predictions.

4- Search for the asess the consequences of alternative courses.
5- Compare the alternative importance.

6- Decide the course of action to be taken.

Exercise No (2)
Training Note book &ilay o) il ps

Pageno: 4
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Subject Importance of planning: lodosedi sl
Aims To define student what is the Importance of planning.
Aids Set book - Black board

Ii;emS' New W(‘)fds

Importance opportunltles
unifying threats
frame work facilities control

o Imporiance oi planning: iodased fceal
1- Planning provides direction. Y.-¥agla

2- Planning provides a unifying frame work. Y-10/¥+:¥aglsa
3- Planning helps to reveal future opportunities and threats. v-\\/Y-.vagsls
4- Planning facilities control. ¥.+\ aghaa
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| Subject Types Of PIANS: v.1o/¥-y /¥1 pglys Jakasell ¢ 130 |

Aims To define student what is the Types of plans.

Aids Set book - Black board

[tems: New words

Strategies 2 thinking nadl

Procedures task assignments [RVIR{FAVIY
Budgets long term goals Jo ¥ Aagb Gl

o Types of PIANS: Y-10/¥--¥ /Y1 polys Jalasudl ¢ | g3l
1 — Objectives ldaal  2- Strategies jneedl Al 3- Policies Ol

4- Procedures Sikelpa~l 5 —Rules Aclgd 6- Programs zwely
7- Budgets. Gb)lge
- Objectives or 80alS are the ends toward which activity is aimed.y--A psbs
- Strategy is the determination of the basic long term goals and objectives.
- Policies are general statements or understanding which guide or channel
to thinking and action in decision making. /¥--¢aslsa
- Procedures are plans establish a customary method of handling future
activity. They guide to action, rather than to think.

- Rules are plans that they are required actions. it simplest type of plans.
AR T TY Y]

- Programs are a complex of goals, policies, procedures, rules, task
assignments.Y-\¢

- Budgets are a plan is a statement of expected results expressed in

numerical terms.  Y--4aglaa

Exercise No (3)
Training Note book &ilw &l il 2

Pageno:5
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Period /
Class AN

Subject The sirategic planning Process: .o fiw Jaudascdl ndos
Aims To define student what is The strategic planning process.
Aids Set book - Black board

[tems: New words

| fngiish | Arabic Ma'"c | Daglsh ] dradic
Developing strategic forecast Aeai! Flw) S i

strengths enterprise
weakness =P target domain

o The strategic planning process: =0 Fu¥ ladasedl ndec
The strategy should identify three things:
1- The firm's domain in terms of the products or services.
2- The basic strategic moves the firm plans.
3- The operational goals the firm hopes to achieve.
o Developing strategic plan involves the iollowing Steps.
o el At ladedl jo glall Ol glas-
1- Determine the current domain of the enterprise.
2- Make a strategic forecast.
3- Determine current strengths and weakness. Y-10asla
4- Decide what target domain and best strategy.
5- Set specific objectives commence action planning.

\ 0 daw ez /1 Al PRV {PES E o W TE [ TW-P2 Management 49 et Al 5yla¥) paasd) 522 @



Subject Ten principles of efiective PIANNING: v.1: 5t Jiait adascid 5 ysai 5ol
Aims To define student what is the Ten principles of effective planning.

Aids Set book - Black board
[tems: New words

accurate forecasts criteria

acceptance : market

effective Sl sound one
o Ten principles oif eifective planning: v.\s Aol Jladdl ladasilld 5 o luadl (gald)

1- Develop accurate forecasts.

2- Gain acceptance for the plan.

3- The plan must be a sound one.

4- Develop an effective planning organization.

5- Be objective.

6- Measure the total market and your organization's market share as
accurately as possible.

7- Decide in advance the criteria for abandoning a project. ge s sutas auiss
LadZiag 9yl

8- Keep the plan flexible.

9- Revise your 6- year plan every year.

10- Fit the plan to the situation.

Exercise No (4)
Training Note book &lay ol s

Pageno:6
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Subject Organizing Function: o,

Aims To define student what is the Organizing Function.

Aids Set book - Black board
[tems: New words

coordination effective performance Jhaddl glal

individual effort communication Jhadd

aimed i resources 39

- Organizing is the second managerial function. /Y«=1/¥++¢ a glaa

- 0rganizing aimed essentially at developing an intentional structure of
rules for effective performance a net work of decision communication
centers from which to secure coordination of individual effort toward
group goals.

o Meaning of OXGANIZING:  v-10/¥-\1/¥-A/Y+e0/¥+o¥ /¥ V2 glua i) me
Organizing: means arranging the resources of the enterprise. in such a way
that its activities systematically contribute to the enterprise's goals.
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Class AN

Subject Formal and informal organizations: ;.. »é s Slakacty

Aims To define student what is the Formal and informal organizations.

Alds

[tems:

Set book - Black board
New words

power structure

limited

social structure

vast numbers

personality

earned or accepted

o Formal and Informal Organizations: -fus ala - fuvesydl 1 9 rmooydl Silakait
Organizations are classified on formal and informal. Y--¥ asla

Formal Organization Iniormal Organization

1 — It is a power structure designed to || 1 — It is a social structure designed to
accomplish the company's goals meet personal needs Y++¥/a

Ye\esa

A\RAF YA RXCVA KXY Y

2 — It is not based on the personality | 2 — It is based on the personalities,

of the individual.

1e.. Leaders involved.

3 — It designed in advance. 3 — It arises spontaneously.

4 — It can bind together vast numbers [| 4 — It is a limited in number.

of people.

5 — It 1s based on

authority. Y«\\/¥..

delegated or vested | 5 — It is based on earned or accepted
073 authority.¥-\/¥.+As 2

Exercise No (5)

Training Note book &ilwy &l il 2

Pageno:7/
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Subject Steps in organizing:  v-10/v--v/¥-) pglua el Sl glas
Aims To define student what is the Steps in organizing.
Aids Set book - Black board

[tems: New words

o | e | mew ] e

Determine subordinates

Departmentalize GEr p-g--ﬁ-" authority
span of control a1 gy | organization chart

o SIEPS IN OXGANIZING:  ¥-10/¥--¥/¥++) pglua el Ol glas
1- Determine what is to be done. ¥-+4 aglsa
2- Departmentalize: assign tasks.
3- Decide how to achieve coordination Y-+\ aghia
4- Decide on a span of control. Y-\0/¥-\¢aglsa
Span of control is the number of subordinates reporting directly to the
person.
5- Decide how much authority you should designate.
6- Draw an organization chart.
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Period /
Class AN

subject ] Organization chart and job deSCIPHON: its o iy naliscti ias 5

Aims To define student what is the Organization chart and job description.

Aids Set book - Black board
[tems: New words

job description chain of command
manager's job Actual patterns
responsibilities ldewws I duties
Organization chart and job descriplion: Jids gl Cawogg et ko s
o Organization chart show (useful — advantages): v-1\/v--Apglsa
1- Show titles of each manager's job. Y-+1agla

2- Show who accountable to whom.

3- Show who in charge of what department.

4- Show sorts of departments have been established.

5- Show the chain of command. = Y-\&/¥+-A/¥+-¥ pglaa

6- Let each employee know his job title and place in organization.

- Organization chart do not show (dis advantages):
1- Job description or specific day-to-day duties and responsibilities.y\1gus

2- Actual patterns of communication in the organization. ¥--4aglsa
3- How closely employees are controlled. y--vpagsls
4- The actual level of authority and power each position holder.

Exercise No (6)
Training Note book &by & Al s

Pageno:8
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Period /
Class AN

| Subject Departmentation: g3 ezl |

Aims To define student what is the Departmentation.

Aids Set book - Black board
[tems: New words

BT S
i

grouping activities Location and territory

units Customers
sub units dus pd Products and services

o Departmentation: sy eyl

- Departmentation is the process of grouping activities into units and sub
units for purposes of administration.
o Patterns of departmentation: (ss¥ ezl

1 — By Functions

2- By Products and services.

3 — By Location and territory, area.
4- By Customers.

\ 0 daw ez /1 Al PRV {PES E o W TE [ TW-P2 Management 49 et Al 5yla¥) paasd) 522



Subject Coordination: (3..cci

Alms To define student what is the Coordination.
Aids Set book - Black board

[tems: New words

Arabie Arabic
unity of action techniques (i bt
interdependent unexpected problems dadeie b JSlin

values rules s lgd

o (oordination: G..coH

- (oordination is the process of achieving unity of action among
interdependent activities. Ye\T/YoA/YeaV/¥eeN¥eetr¥ oY aglaa

- Principle of Coordination: &5..co salee

1. The first coordination techniques a manager should implement are

rules, target, and the hierarchy.

2. The more interdependent are the departments, the more difficult is
the task of coordinating them.

3. The more divers are the interests, values, and goals of the departments
to be coordinated, the more difficult is the job of coordinating them.

4. As the number of unexpected problems increases, you should rely less
on rules and targets for coordination.

Exercise No (7)
Training Note book &ilw )&l il 2

Pageno:9
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Date = AR
Period /
Class AN

Subject Authority: datd

Aims To define student what is the Authority.
Aids Set book - Black board

[tems: New words

Authority Sources of Authority
Responsibility : real
obligation obligation
o Authority: al.d
- Authority is essential to discharge managerial functions. a g2
ARARYARR ZARS VA RS} 2

- Itis authority that makes the management position real and vests him
with power.
o Sources of Authority: dalldl yalase
1. The formal and informal theory.
2. The acceptance of authority theory.
3. The competence theory.
o Responsibility: -1 p gl i gicd
- Responsibility is referred to the obligation to perform a task or as the
task itself.¥+17 aghaa
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Date = AR
Period /
Class AN

Subject Delegating authority: v--Apgls (aludl jagad
Aims To define student what is the Delegating authority.
Aids Set book - Black board

[tems: New words

Elements

accountable

commensurate

o Elements oi Responsibility: S Jsd) molic

1. There is an obligation on the part of a subordinate to perform the duty
assigned to him.

2. Responsibility originates from superior-subordinate relationship.

3. Responsibility cannot be delegated or transferred; It is only authority
which can delegated. Y-\&/¥-\\pglaa

4. The person who accepts the responsibility is accountable for the
performance of the assigned duties.

5. Responsibility is commensurate with authority. ¥-V0pagls

o Delegating authority: daledl jaygal Yo-Aaglos
- Delegation is the process of entrusting part of the work by superior to
his subordinates. Y--¥paglsa

o The process of delegafing: Jalid) ongas Siglas-
1. Assignment of duties to subordinates.
2. Granting of authority to subordinates.
3. Granting an obligation on the part of the subordinates to perform
duties assigned to him.

Exercise No (8)
Training Note book &ilwy &l il 2

Page no: 10
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Subject Decentralization of authority JMalodl foiss yo ¥

Aims To define student what is the Decentralization of authority .
Aids Set book - Black board
[tems: New words

Decentralization a) time consuming
centralization 43S || motivation
routine A diversification

o Decentralization of authority delodl foiss e

- Decentralization means authority is delegated to the levels where the

work is to be performed.
- Complete centralization is possible only a one-man enterprise.

o Advantages of decentralization. ;< yeM) Lo
1- It relives the top executives from routine and time consuming detailed
work.Y««0
2- It provides a better means of developing future manager and executives.
3- It facilitates diversification of product liens.
4- 1t helps an motivation of subordinates to high performance.
 Disadvantages oi decentralization. v i< o Qg

It is not an easy process.

"R

It may increase the problem of coordination.

w
1

It may hamper the adoption of uniform policies.sas s Slulba siiel Jayas 43 Y

o
1

It may increase administrative expenses.

(%2}
1

It is not very easy to take decision in emergency. Jss o il Jgwd! (o pud 0
(6gkall S - 52 5 yal.
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Subject Committees In organization. el 2 ol

Aims To define student what is the Committees in organization.

Aids Set book - Black board

[tems: New words
o | e | wmew ]

committees Benefits ohilgd

Advisory experience

Executives wad | co-operation

o (ommittees in organization. v elait) o ol
- Kind of committees:
1- Advisory committee. 2- Executives committee.

- Benefits of commifiees: (.igd) oletl el ¥+10/Y+-V aglia
1- Committee promotes better understand among the different
departmental heads. ¥+:4 agla

2- It provides a form for the pooling of knowledge and experience.

3- As committee is impersonal in action its decision are based on facts.
4- Committee secure co-operation of the various departments.

5- It promotes the coordination of various activities of an enterprise.

Exercise No (9)
Training Note book &ilay o) il 2

Pageno:11
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Date = AR
Period /
Class AN

Subiecl l)irecling and lea(ling Function 3Ll g Ao ool Al g
Aims To define student what is the Directing and Leading Function.
Aids Set book - Black board

[tems: New words

B [ | gw |

Directing human factor

Leading o enterprise
aspects & | interpersonal

- The nature of Directing and Leading: are the interpersonal aspects of
managing directly to the manager. ¥+10 agla

- Directing and leading is difficult function Y+17/ Y10 /¥-1£/¥\) /¥++\ aglia

- The objective of Enterprise.
- All organized effort is undertaken to produce some of kind of goods and
services.
- The human factor:
- The directing and leading function:
- In order to direct human effort toward enterprise objectives, managers
soon realize that they should think in terms of the issues related to
orientation, communication, motivation, and leadership.

\ 0 daw ez /1 Al PRV {PES E o W TE [ TW-P2 Management 49 et Al 5yla¥) paasd) 522
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Class AN

Subject Important principles oi directing 4 o= folgl (sl
Alms To define student what is the Important principles of directing.

Aids Set book - Black board
Ii;emS' New W(‘)fds

pr1nc1ples : ob jective
harmony x| apply
Important o command

o Important principles of directing: v--0 s>

The first two apply to directing and leading; the third applies to the
process.

1- The principles of directing objective.

2- The principles of harmony of objective. ¥--4 a9l

3- The principle of unity of command.
The principle of unity of command is a directing and leading, as well as an
organizing principle. Y& aglsa

Exercise No (10)
Training Note book &ilay o) il 2

Page no:12
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Subject characteristics of directing dood| ailas-
Aims To define student what is the characteristics of directing.

Aids Set book - Black board
[tems: New words

Arabic Arabic
superior manager (i) e ¥l ! | Motivation el
Issue instruction haad! ylda! || willingness A - skl

communication Juadd! | reward slalse

o Some characteristics of directing:
1- The level manager's concern with the directing function.

Directing is a function of [superior] Y+\0/ ¥+-¥ aghsa

2- It is function of superior manager and never vice versa.

3- It is not merely concerned with issuing orders and instruction, but also
guiding and counseling the subordinates.

4- It concerns with the supervision of the performance of subordinates.

5- The manager has to coordinate the work of the people to get objectives.

6- There are four important aspects of directing: Supervision, Motivation,
leadership, and communication. Y+10/¥+:¥ agla

o ASpects of directing:v-\1 aola

1 — Employee orientation. 2 — Issue instruction.
3 —Supervision. 4- Motivation.
5 — Communication. 6 — Leadership.

- The first line supervisors observe the work performance of the operating

people. Y+A aghsa
- Motivation is a willingness to expand energy to achieve a goal or a reward.
Yo\ aghid
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Period /
Class AN

Subject The needs o>

Alms To define student what is the needs.
Aids Set book - Black board

Items: New words
Arable Arabic
needs <> | Ego need i Sl

protection 4 | Self- actualization or
Social needs delbial>l> | fulfillment needs

The needs are found in human being:
1- Physical need: include food, water, shelter, clothing, etc. ¥-&/ ¥+\\ pgla
2- Saiety or security needs: include protection against danger, threat and
deprivation. ¥:\) aglaa

3- Social needs: include love and affection, friendship, sociability. agka
AR A IVA RN YA RRY¢)

4- E90 need: include needs for self-team, self-confidence,
independence,.etc. Y-\1/¥:\\/¥+sT aghaa

5- Seli- actualization or fuliillment needs: include needs for realizing one's
own potentialities. ¥+\\ aglaa

Communication: Loz

- Communication is the process of passing information and understanding
from one person to another. /Y«:¥/¥+:0/¥++\ aglad

Exercise No (11)
Training Note book &lay & Ay

Pageno:13

\ 0 daw ez /1 Al PRV {PES E o W TE [ TW-P2 Management 49 et Al 5yla¥) paasd) 522 @



Subject Imporiance of communication: Lo sy foeal

Aims To define student what is the Importance of communication.

Aids Set book - Black board
[tems: New words

i T
adble

Feature b 2030 | emotion

staffing nboladl Al . Llosd! || agencies
opinion $ly | presupposes
o Feature oi communication: JLas (&) zede

1- Itis a two-way traffic and involves two persons — a sender and a receiver.

2- The act of communication presupposes existences of some facts, information,
opinion, emotion.

3- There are two basic channel of communication formal and informal.

4- The important communication media are words, picture, and actions.

5- The organizational communication travel up and down and also from side to side.

6- The extra organizational communication provides a link between the organization
and the outside agencies.

o Imporiance of communication: jLai¥ dueal

- Inthe case of organizing: communication is the means by which the act of
delegation is accomplished.

- In the case of control: it is impossible to think of the effective system
control, in the absence of communication.

- In case of directing: the function of motivation Depends upon
communication. 7 Y++¥ aglaa

- Inthe case of Staffing: the communication helps in maintaining better
union relation.

- The mechanism of coordination presupposes a good and effective system
of communication.

or -

4
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Subject Leadership: - sy

Aims To define student what is the Leadership.
Aids Set book - Black board

[tems: New words

Arable Arabic
Leading common goals A s B2l
activity influence il

followers ol || members chac

o Leadership: 3.z
- Leading is another important tool of directing. ~ Y++£ pgha
- Leading the task of getting other people to follow you. ¥--0aslsa

- Leading is an activity on the part of managers to get something done by
others.¥«\\
o Characteristics of leadership:
1- It envisages followers there can't be leadership without followers.
2- Leadership contemplates interpersonal influence.
3- Leadership is a dynamic and continuing process./¥+\¢ aga
4- Leadership presupposes existence of some common goals.

5- Leadership involves guiding and directing the members of the group.
VAKX VA RO A K3 VA R YEEE

Exercise No (12)
Training Note book &ilwy &l il 2

Page no: 14
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Management
Fifth Year
Syllabus (three periods weekly)
(A pudzed 2 AR I L 5 5 2
O g eS| pUSD (s Ll Ve il i) el y 31 o0 D
(e gl s S} aBlgs « (U Bow 9 (B9 9 5313W rpa

1- The controlling function:
- meaning and nature of controlling functions.
- Characteristics of the control function.
- Basic elements of the control function. 2019
- Requirements of an effective and adequate control February
system.
- cost control.
- Advantages of cost accounting and control.
2- The Organization function:
- Marketing function — Production function — Financing
function.
3- Scientific management.
- Elements of scientific management.
- Henry Fayol and scientific management.
- Advantages of scientific management.
- Objections of scientific management.
e General revision.

May 2019
e Model of examination. y
/) / /
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Subject Controlling Function: (w6 ooy
Aims To define student what is the Leadership.
Aids Set book - Black board

Ii;emS' New W(‘)‘fds

Arabic
Controlhng measuring performance 9

ensuring Jke@ || corrective action
setting a target ‘ 29 | desired results

- The control process I very important function.
e The meaning and nature of controlling function: / ¥\ aglaa

- (ontrol: is the task of ensuring that activates are providing the desired
results. 7 ¥s\E 7 Yesls Yook 7YooV ¥osT ¥ e Yool /YooY aghid

- (ontrol: involves setting a target, measuring performance, and taking
corrective action. Y+\0sY«+£/¥++\ aglaa

- The purpose oi control function is to examine the past and present
activities.

\ 0 daw ez /1 Al PRV {PES E o W TE [ TW-P2 Management 49 et Al 5yla¥) paasd) 522 @



Date = XY
Period /
Class AN

Subject Characteristics oi the control function: 7,6 i iadsgy ailas
Aims To define student what is the Characteristics of the control function.

Aids Set book - Black board
Ttems: New words

g | ek | mew |

Establishment wwsild | overlaps JIud
Feedback 8 ! 4-“'-\4'-4‘ standards set Acgiptl sl
merges &3 | actual performance LRy {
o (haracteristics of the control fUnCtion: Ju ) fals>y jailas-
1- Control merges into and overlaps with other functions of management.
Y410 pglaa
Control begins with planning. Y«.£/Y++¥ aghaa

2- (onirol exercised at all levels of management. Y+0/Y++t /¥+-¥ aghaa
AR VAR 7/

3- (onftrol is a continuing process. ¥-\¢ agha

4- It consists of controlling the actions of the people who are responsible
for various operations and activating them towards the goals of the
organization.

o Basic elements of the CONtrol Process i v dont syl o liall

1- Establishment of standards or objectives. ¥+:\aglsa

2- Measurement of actual performance against the standard set.

3- Determining the reasons for deviation.

4- Taking corrective action.
5- Feedback.

Exercise No (13)
Training Note book &lwyddl il v

Page no: 15
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Subject Requirement of an effective and adequate control system

Aims To define student what is the Requirement of an effective and adequate control system.

Aids Set book - Black board
Ii;emS' New W(‘)‘f’dS

Arabic
o

Requlrement erX|bIe

effective 2 economical

adequate bt | tailored to
. Requirement of an effective and adequate control SyStem ,v.\vv.i¢ »4s

1- Control should be tailored to plans and positions.

2- (ontrol must be tailored to individual managers and their personalities.
3- (ontrol should point up exceptions at critical points.

4- Control should be objective.

5- Control should be flexible. ¥-\1/¥-1¢ /¥+-Y aglsa

Controls should be flexible when it remain workable in the face of
changed plans.
6- CONIIol should be economical. /¥-+¥ aglss
Control should be economical when it must be worth their cost.
7- Control should be lead to corrective action. /Y+-\1/Y+\) aglaa
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Subject CoSt CONrol  adieaz iy
Alms To define student what is the Cost control .
Aids Set book - Black board

[tems: New words

Cost control estimates ) b
profitable ” tenders
reducing cost - asa | invaluable data
o (OSI CONMIOl aolssidl 4w
- Cost accounting is concerned with cost finding. ¥\ aglsa
- (Cost control attempts to reducing cost.

- The aim of cost control is to reduce the cost of products and services.
. Advaniages oi cost accounting and oSt COMMIOL. _ooiaazyi b s rasclone Lifiue
1- Costing helps the management in finding out profitable and unprofitable

activities.

2- It reveals the various items of productions cost of each job.

3- Management gets invaluable data through costing.

4- By data the management can prepare estimates and tenders with
reasonable accuracy.

5- Costing helps in formulation of appropriate price policy.

6- It is considered as a tool of managerial control.

7- Costing helps the management in controlling various inventories
expenses.

8- It helps the management in budgeting and planning.

I Exercise No (14) |

Training Note book Ciloy )l s

Pageno: 17
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subject Major control Principles. ;e b sl 2l

Aims To define student what is the Major control principles.

Aids Set book

- Black board

[tems: New words

i i

assurance ok | direct

a}wLu

reflection wiSadl | exception e

critical point 4l daddl | individuality PPPL S|
o Major control principles. ey ol (s al

1- Principle of assurance of objective.
2- Principle of future directed control.
3- Principle of control responsibility.
4- Principle of efficiency of controls.

5- Principle of direct control.

6- Principle of reflection of plans.

7- Principle of organizational suitability.
8- Principle of individuality of controls.
9- Principle of critical point control.
10- The exception principle.

11- Principle of flexibility of control.
12- Principle of action control.

.
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Subject The Organization's FUNCIiONS: alat) asitsy

Aims To define student what is The Organization's Functions.
Aids Set book - Black board

Ii;emS' New W(‘)fds

promotlon satlsfy the needs - Al
Financing d-gs-u-" Marketing mix
Human relation Aokl QBMe | price

- Organizations have many functions that must be done in order to achieve

its main goals efficiently and effectively. Y--4aglss
- The Organization's Functions:  Juelatiailsg

1- Production function. 2- Financing Functions.
3- Personal Functions. 4- Human relation Functions
5- Purchases and storing function.

- Marketing function: , v--0 agbs

include all activities of a business undertakes in order to satisfy the
needs of the customer. Y.\&/ YooV /7 Yool /Yoo 7¥o¥/Y <4\ aghsa

- Markefing miX: /v--4pgly G gl a3l
1- getting the product right.
2- Suiting the price to the market.
3- Promotion activities.
4- Right place.
- Marketing Mix includes [4P's] are product, promotion, price, and place.

Y410 pglaa
| Exercise No (15) I

Training Note book &lwyddl il v

Page no: 18
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Subject Marketing activities Include: i v gucdidaia¥
Aims To define student what is The Marketing activities include.

Aids Set book - Black board
Ttems: New words

Arabic

Marketing activities ) il customers
internal audit Al dapm | weaknesses
co-ordination gokad || threats

- Marketing activities include: Joozo iy gl o loM

1- The need for the business to find out what the market wants. 7 ¥\ /v--v agha

2- The cooperation between the departments of the business to discover
the extent to which it is able to satisfy those needs. (called internal audit)
3- The co-ordination of the production and distribution of the product.
4- Communication with the customer and the final customer.
5- Checking the effectiveness of marketing effort.
- Difierence between Marketing and Selling a.J! g G g oo (35

Marketing

1 — Concentrate on existing |1 —Who are our customers? Who could be
product. Y-\Y¥-\0/¥-\\aglsa | our customer?

2 —How many have we sold? | 2 — What are our strengths, weaknesses, riopsis

opportunities and threats? (the SWOT
analyses)
3 — Concentrate on the 3 — What strategy will give us the most profit?
customer. From consumer satisfaction.

- The achievement of objective depends on the right mix of product,

price, promotion and place (4P'S)

Subject Production Function : v..ap»gsba G sy
Aims To define student what is The Production Functions.

o
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Set book - Black board

[tems: New words

Production Function useful

forms premises
classified Level

- Production Function : v..Aaglss zUCoM nalsy
- Is the part of business activity which converts raw materials,
components and finished goods into new goods and services. aglsa
AR} VA AR WA RX3 74 RRYe
- The production process can take a number of forms:
1- Changing the form of raw materials so that they become more useful.
2- Combining components so that they form a new product.
3- Using premises, equipment and other products to help provide a

service.
- Production activity can be classified in two ways:
1- By Level 2- By process.

Exercise No (16)
Training Note book &by & Al s

Pageno: 19
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Subject Factors afiection production activity -1 aghus z La¥ adil 35 5381 Julgall

Aims To define student what is The Factors affection production activity.
Aids Set book - Black board
[tems: New words
T Arabie
Factors Synthetic methods
Legislation Analytic methods
Manufacturing Extraction
- (lassification by level:
* Extraction gyt * Raw material process alsedl ol gl (azellas

* Manufacturing auuad! * Administration and services. Sledsedl g 55laY

- (lassification by process:
1- Analytic methods dldei 3yl 2 Synthetic methods. ebus cusa ki 3k

3- Continuous methods. 3ycww @b
Factors affection production activity v--1 »aba z Lo% Aadl 3 5 53 Juelgad!

1- Finance et gacdl

2- The skills of workforce Jont1 542 5 ylga .Y
3- The available technology VN { PPN V=
4- The market Bgdl £
5- Legislation A eld) 0

6- The state of the economy BN s>
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Subject The Financing FUNCHON  v-1\ /Yo% /¥+o¥ a gloa Yo gedl hidsg
Aims To define student what is The Financing Function .
Aids Set book - Black board

[tems: New words

Financing Function | Jused! 42dd9 | spends Sl
sources equipment WIRE)
monetary acquiring factories plall e Jgasd!
The Financing FUNCHOM v\ /¥+o¥ /¥++¥ aglid (o gasd) ity
- The function of Financing describes the sources of finance available to a
business. ¥+-Apglsa

- A study of the finance of a business is concerned with three areas:
1-The monetary resources of a business. jayled Jlas M ra i) 3yl sdl.

2- The acquisition of monetary resources by a business. g« jw audbe 3ylse ke Joual!
Jhes¥! Jla

3- The effective management of monetary resources s sy sl Wiaadi 551231
o Money and its markets: (1ol 9 39501
- The common denominator of each of the three areas is the word
"Monetary"
o The use of Funds: sz alused
- A business spends money on acquiring factories and equipment.
On paying in the stock to carry business.
On paying labour and other necessary expenses.

Exercise No (17)
Training Note book &luy o) il s

Page no: 20
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Sllll]ﬂ()l A business must be influenced in the final decision.
Aims To define student how the business influenced in final decision

Aids Set book - Black board
[tems: New words

final decision gl 51 | size of market gl | ue>
Borrowing w!5@¥ | business confidence Jhas ¥l A2
development sl | Management skill 8,131 3,lge

o A business must he influenced in the final decision.
1- The nature of business. kel Jlae Aaulo

g
X3

2- The size of business. el Jlecl ez

3- The stage of development. yskaidl Ao~y

4- The size of market. & gwdl gzes-

5- Management skill.  31a¥13)lge

6- The government. hagsaedl

7- The state of the economy and business confidence. Jue¥u fadl g sbasdd i
o Sources of Finance. Jui iy stase

1- Owner's capital. £Jglad! JUI uly.

2- Borrowing from other people or organization. s relaie gi Lwldl (pe | 5N

3- Obtaining goods on credit. d.y.irgguag‘,xsd,mt
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Subject Scientific Management: v-1s/v--\ pglos ncadadi 31531

Aims To define student what is the Scientific Management

Aids Set book - Black board
Ttems: New words

e T
Scientific Management dealali 31331 | Motion study A5yl dwlyd
Method study el 4y oo dlyd || Mental revolution || awkiali &yl

Routing Cbdeall ps b i || Improvement < L
o Scientific Management: Jooedalisyla Y-16/¥++1 pglsa
- Is the art of knowing exactly what to be done and the best way of doing
1 AV VA R3V WA REN VA R VA RR o FY VT

e Elements of Scientific Management: Jaalisls¥i polic /¥s0/Y+1¥oot pglys
1- Determination the task. alglldodss  /¥--Yasls
2- Planning of industrial operation. juctuall Sldeal ladass
3- Proper selection and training workers. Jleald bl ooy 9 yJLos-M
4- Improvement in methods of work. Juwadl 3o (nwass /¥--Ypglis
5- Modification of organization. jelaidl Jodas
6- Mental revolution. (wJaalsyesdl /Y10l
o The task must be:
1- Method Study: ooad) nas ko Snsclya /Y440 /¥++¥ 2 glua
- Method study should be conducted before making motion and time studies.
2- Rouiing: &ldaadt sy das dsoises
- "Routing sheet" is prepared indicating the exact route for each task.
3- Motion SAY:  \syael nclys YA T/YAE/Y ¥/ Y 2 glua

- is an examination of methods and movements of the operation.

Exercise No (18)
Training Note book &lwyddl il v
Page no: 21
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Subject scientific Management: Jolali5a%
Aims To define student what is the Scientific Management
Aids Set book - Black board

[tems: New words

Time study <dedl dulyd | incentive »
Fatigue study Ag>daulyd | Issuing orders l9¥) sl
Rate setting «ddall a@g | sweating of labour Joad! ¢ Lo
4- Time Study: (290 nelya) (nca) Solachya 7Y +oAsYo¥ aglaa
- is the art of observing and recording the time required to do each detailed
elements of an industrial operation.

Time study leads to the iollowIng DENefits: ; oty u515ai 6255 e Siluat y
1- It determines the standard time for each task. Y--¥aglsa

2- It facilities the setting of piece rate.
3- It eliminates indefiniteness.

5- Faligue study: s> wys

- under this study it will be found out, how a long period of rest should be.
- is meant to prevent any sweating of labour and at the same time to increase the
workman's productivity.

6- Rale Setling: &y .atlasg
- is required to create incentive in a workman to exert him to the fullest capacity.

« Planning of indusirial operation:

- After setting the task to the work the next step is to plan the production
so that the work goes systematically.

o The following function depending on the degree of control designed:

1- Issuing orders.

2- Routing or laying out the sequence of machines, operations and process.

3- Stating all operations and processes as per the schedule.

4- Collecting all returns and records of performance.

or -

il
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Subject Taylor and eight functional iOYmeN s oLy 5ol castsy

Aims To define student what is the Taylor and eight functional formen

Aids Set book - Black board
[tems: New words

Proper selection Route clerk
training ey | gang clerk
Symbols «& || The inspector

« Proper selection and training of Workers: would lead to increase in efficiency as

is evidenced from the two well-known instances cited by Taylor.

o Improvement in the methods of WOrk involves: oo Joadt 3yko (s
1 - Tools and equipment. Cildatl 9 Slga¥)  2- Speeds.  (as !
3 - Conditions of work. JuadlO¥ls-/ 295 4-Materials. pls- 2lge
5 - Symbols. See
1 Modification of organization:

- According Taylor there should be eight functional formen. Viz.
1- Route clerk. Oldead ypw das Lol Lalb g
2- Instruction card clerk. Gledaldl als g0
3- Time and cost clerk. Aalssldl g Cogll Lal> g
4- The function of gang clerk. Ae gozee gy Al

5- The functions of speed boss.  Ae yud! s y a5 g0

6- The functions of repair boss. Gileedualdl ey als g
7- The inspector. icatl
8- The shop disciplinarian. aladl e saz el

Exercise No (19)
Training Note book &lwyddl il v

Page no: 22
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Subject | Henry Fayol and Scientific Management. Joelatisys¥ 9 Jogd Sy

Aims To define student what is the Henry Fayol and Scientific Management

Aids Set book - Black board

New words

activities Commercial

Coordination ¥ Technical

Command Security

2 Henry Fayol and Scientific Management.

Aanadad) 35102 9 S 9@ (S

3 Fayol saw management as a scientific process built up of five elements.
1- Planning. adasldl) ol juad (Sle (o plaso 51201 (1 61y S92

2- Organization. a2
3- Command.  yelg¥

4- Coordination.  Guwed!
5- Control. @yl

4 Fayol group the acfivities al: ,5azs¥l pos Jug?

1- Technical. {2
2- Commercial. Aoyl
3- Financial. Al
4- Security.  Olal - OHleus
5- Accounting. (rwwlexd)
6- Managerial. (aayla
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Subject Fayol Fourteen principles of management: s s . Jo g2 (sl

Aims To define student what is the Fayol Fourteen principles of management

Aids Set book - Black board
Ttems: New words

e e
principles akw | Unity of direction

Division of work Joadl add | Scalar chain

Unity of command Y1349 | Equity
5 Fayol Fourteen principles oi management: s -3 ,» Jog2 (sl

1- Division of work. Y-\ pagelad Jueadl e
is the principle of specialization through which higher norms of efficiency and

standardization are attained. Y--¢ aglsa
2- Authority and accountability. rwwled) 9 Alalud!
3- Discipline. Jlolua
4- Unity of command. e 349
The principles of Unity of command Is a directing and leading, as well as an organizing
principle. YY1 /Yoo §/Y 0¥ agln
Unity of command provides security. Y+ asla
5- Unity of direction. dus-¢dl3a>9
6- Superiority of the general interest over partial or individual interests.
7- Adequate remuneration and incentive payment. juwld) Slolesdl g 301 ool
8- Centralization. (s
9- Scalar chain. yelg¥l Juwhed — (NaledizydS 7 Y-\ 15l
10- Order. <ol wei
11- Equity. Adldadl Y+-0pgls
12- Stability and Security. ol g ylydsu
13- Initiative. jalsedl Y--Tagles
14- Cooperation and follow feeling (esprit de corps) @yalizay—O9lasdt

Exercise No (20)
Training Note book &lwyddl il v

Page no: 23
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Slll]]e()l Advantages of Scientific Management: Aawadad) 3 5122 Ll e
Aims To define student what is the Advantages of Scientific Management

Aids Set book - Black board
Ttems: New words

Objections earning
healthy co-operation it - Puo (3lad | wages
aptitude avoided
1 Advantages of Scientific Management: jotslis,lsy! Lire

1- Workers are selected for jobs according to their aptitude.

2- The workers are benefited by the training.

3- The workman is paid extra wages if he completes the work within the
specified time.

4- There is no sweeting of labour.

5- The scientific management has developed a healthy co-operation
between the workers and employer.  ¥-+¥aglsa

6- All types of wastages and losses are avoided, output is maximized and
costs are lowered.

7- There is possibility for raising the earning of workers, increasing the
profits.

2 Objections to Scientific Managemenl: (otsi sy sy le SLsiAeY o0 pglss
1- Employee objections.
2- Workers objections.

Exercise No (21)
Training Note book &lwyddl il v

Page no: 24
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| Subject Revisions |

Aims To training student about the examination
Aids Examination last years
[tems: New words
L) pl g Soloniel S

Exercise No (22)
Training Note book &lwyddl il v

Page no : 25
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Dale N
Period /
Class AN

| Subject Revisions |

Aims To training student about the examination
Aids Examination last years
[tems: New words
L) pl g Soloniel S

Exercise No (23)
Training Note book &lwyddl il v

Page no:
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Dale N
Period /
Class AN

| Subject Revisions |

Aims To training student about the examination
Aids Examination last years
[tems: New words
L) pl g Soloniel S

Exercise No (24)
Training Note book &lwyddl il v

Page no:
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