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Management (Fifth Year)<
Syllabus (three periods weekly) 

íèˆé×¨÷]<íÇ×Ö^e<ì…]÷]<
<l]çß‰<‹Û¤]<Ý^¿Þ<íè…^rjÖ]<íÚ‚Ïj¹]<íéßËÖ]<í‰]…‚Ö]<Ýç×e‚Ö<

<ÄÎ]çe<H<DÙ^¹]<Ñç‰<æ<ÐèçŠjÖ]<æ<ì…]÷]<ífÃE}^éÂçf‰_<“’u<pøm{<

Subject month
Introduction the managerial function: 

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

2- The organization function: 
- some keys definitions. 
- Formal and informal organization. 

2018 
September 

+ 
October 

- Steps in organizing.. 
- Organization and job description. 
- Departmentation.                        – Coordination. 
- Authority and responsibility.     – Delegation of authority. 
- Decentralization of authority.   – Committee in organization. 

November 

3- The directing function: 
- nature of directing and leading. 
- Some characteristics of directing. 
- Aspects of directing. 

December 
2018 

4- 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.  

2019 
February 

5- The Organization function: 
- Marketing function – Production function – Financing function. March 

6- Scientific management. 
- Elements of scientific management. 
- Henry Fayol and scientific management. 
- Advantages of scientific management. 
- Objections of scientific management. 

April 

 General revision. 
 Model of examination. May 2019 
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Exercise Subject month
Exercise No: (1) 

Planning function 
2018 

September 
+ 

October 

Exercise No: (2) 
Exercise No: (3) 
Exercise No: (4) 
Exercise No: (5) organization function
Exercise No: (6) 

The organization function November Exercise No: (7) 
Exercise No: (8) 
Exercise No: (9) 

Exercise No: (10) 
The directing function December 

2018 Exercise No: (11) 
Exercise No: (12) 
Exercise No: (13) The controlling function: 

 
2019 

February Exercise No: (14) 
Exercise No: (15) 

The Organization function: March Exercise No: (16) 
Exercise No: (17) 
Exercise No: (18) Scientific management.
Exercise No: (19) Scientific management. 

 April Exercise No: (20) 
Exercise No: (21) 

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

Items:                             New words 
English Arabic English Arabic

Planning ¼éŞ~jÖ]íËé¾æ Organizing Üé¿ßjÖ]
Plans ¼Ş} Directing & Leading ì^éÏÖ]æäéqçjÖ]
Planner ¼Ş~¹] Condoling e^Î†Ö]í

 
 There are four managerial functions:    <íè…]÷]Ìñ^¾çÖ]<        <Ýç×eNLMMKNLMQ  

1 – The planning function <íËé¾æ¼éŞ~jÖ]   
2- The organizing function Üé¿ßjÖ]<íËé¾æ<

3 – The directing & leading function äéqçjÖ]<íËé¾æì^éÏÖ]æ 
4- The controlling function   íe^Î†Ö]<íËé¾æ<

 The planning function     <¼éŞ~jÖ]íËé¾æ  

- Planning is that managerial function which consists of determining in 
advance what should be done.  Ýç×eNLLP  

- Planning is deciding in advance what to do, how to do it, and who is to 
do. NLLM 

- Planning is the most basic of all the managerial function.     NLLM 
- 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. <Ýç×eNLLRKNLMQKNLMR  





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Subject Characteristics of planning

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

Items:                             New words 
English Arabic English Arabic

objectives Í]‚â_ decision making …]†ÏÖ]ƒ^¡]
mental activity ê×ÏÂ½^Þ future activity íé×fÏjŠÚíŞÞ_
facts Ðñ^Ïu considered forecasts íÃÎçjÚl]öfßi

 Characteristics of planning: <<<<<¼éŞ~jÖ]<“ñ^’}          Ýç×eNLLU <

1- It is based on objectives and policies of the organization. 
2- It concerns future activity.  <Ýç×eNLLR  
3- It is a mental activity, and involves thinking. 
4- It is not a guess work and is based on facts and considered forecasts. Ýç×eNLMQ  

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.  

 The nature of planning:   ¼éŞ~jÖ]<íÃéf   <Ýç×eNLLO  

1- Contribution to purpose and objective. 
2- Primacy of planning. 
3- Pervasiveness of planning. and efficiency of plans. 
 

Exercise No (1) 
Training Note book <l^fè…‚jÖ]<í‰]†Ò<
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Subject Advantages of planning:     ¼éŞ~jÖ]<^è]ˆÚ 

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

Items:                             New words 
English Arabic English Arabic

hastily decision íÂ†ŠjÚl]…]†Î contingencies ô…]ç
performance ð]_ departments l]…]c
uncertainty °ÏéÖ]Ý‚Â stipulated time ‚]kÎçÖ]

 Advantages of planning:     ¼éŞ~jÖ]<^è]ˆÚ 

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. <Ýç×eNLMM  
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Subject Steps in planning:     <<Ýç×eNLMR ¼éŞ~jÖ]<l]çŞ} 

Aims To define student what is the Steps in planning.
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic 

problem ¹]í×Ó Assumptions l^•]Ê]
alternatives Øñ]‚e clear-cut goals ív•]æÍ]‚â_
consequences sñ^jÞI…^ma Steps l]çŞ}

 Steps in planning:     <<Ýç×eNLMR  ¼éŞ~jÖ]<l]çŞ} 

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   <l^fè…‚jÖ]<í‰]†Ò      
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١١

Subject Importance of planning:    ¼éŞ~jÖ]<íéÛâ_       

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

Items:                             New words 
English Arabic English Arabic

Importance íéÛâ_ opportunities ”†Ê
unifying ‚uçÚ threats l]‚è‚ãi
frame work ØÛÂ…^] facilities control ØéãŠiíe^Î†Ö]

 
 Importance of planning:   <¼éŞ~jÖ]<íéÛâ_  

1- Planning provides direction.  Ýç×eNLLN  
2- Planning provides a unifying frame work.   <<Ýç×eNLLNKNLMQ  
3- Planning helps to reveal future opportunities and threats.    <Ýç×eNLLSKNLMM  

4- Planning facilities control.   Ýç×eNLLM  
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íèˆé×r{Þ÷]íÇ×Ö^eì…]÷]– Ê ManagementÝ‚Ïj¹]ë…^rjÖ]‹Ú^¤]Ì’Ö]‚Û¦K_]‚Âc†Ï‘‚Ã‰ 
١٢

Subject Types of plans:  Å]çÞ_<¼Ş¤]<Ýç×e<<NLLR<KNLLSKNLMQ  
Aims To define student what is the Types of plans.
Aids Set book    - Black board 

Items:                             New words 
English Arabic English Arabic

Strategies íéréi]‰] thinking ÓËjÖ]
Procedures l]ð]†q] task assignments ì‚ßŠ¹]Ý^ã¹]
Budgets l^Þ‡]çÚ long term goals Øqù]í×èçÍ]‚â_

 Types of plans:  <<Ýç×e<¼Ş¤]<Å]çÞ_NLLR<KNLLSKNLMQ <

      1 – Objectives Í]‚â_    2- Strategies<íéréi]‰]    3- Policies l^‰^é‰ 
     4- Procedures l]ð]†q]    5 – Rules ‚Â]çÎ           6- Programs sÚ]†e  
      7- Budgets.  l^Þ‡]çÚ<

- Objectives or goals are the ends toward which activity is aimed. <<Ýç×eNLLT  

- 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.  <Ýç×eNLLP<K  
- 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. <

<Ýç×eNLLR  
- Programs are a complex of goals, policies, procedures, rules, task 

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

numerical terms.    <Ýç×eNLLU  

Exercise No (3) 
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íèˆé×r{Þ÷]íÇ×Ö^eì…]÷]– Ê ManagementÝ‚Ïj¹]ë…^rjÖ]‹Ú^¤]Ì’Ö]‚Û¦K_]‚Âc†Ï‘‚Ã‰ 
١٣

Subject The strategic planning process:    êréi]‰÷]<¼éŞ~jÖ]<íé×ÛÂ

Aims To define student what is The strategic planning process.
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

Developing †èçŞi strategic forecast íéréi]‰]l]öfßi
strengths ìçÏÖ] enterprise Åæ†Ú
weakness ÌÃ–Ö] target domain Í‚ãjŠ¹]Ù^]

 
 The strategic planning process:    êréi]‰÷]<¼éŞ~jÖ]<íé×ÛÂ 

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. 

 Developing strategic plan involves the following steps.  
  íéréi]‰÷]<íŞ¤]<†èçŞi<l]çŞ} 

1- Determine the current domain of the enterprise. 
2- Make a strategic forecast. 
3- Determine current strengths and weakness.  Ýç×eNLMQ  
4- Decide what target domain and best strategy. 
5- Set specific objectives commence action planning. 
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íèˆé×r{Þ÷]íÇ×Ö^eì…]÷]– Ê ManagementÝ‚Ïj¹]ë…^rjÖ]‹Ú^¤]Ì’Ö]‚Û¦K_]‚Âc†Ï‘‚Ã‰ 
١٤

Subject Ten principles of effective planning:  <Ýç×e<<Ù^ÃËÖ]<¼éŞ~j×Ö<ì†ÃÖ]<ô^f¹]NLMP

Aims To define student what is the Ten principles of effective planning.

Aids Set book    - Black board
Items:                             New words 

English Arabic English Arabic
accurate forecasts íÏéÎl]öfßi criteria è^ÃÚ
acceptance ÙçfÏÖ] market ÑçŠÖ]
effective ìð^ËÒ sound one ‚uçÚ

 Ten principles of effective planning: <f¹]<Ýç×e<<Ù^ÃËÖ]<¼éŞ~j×Ö<ì†ÃÖ]<ô^NLMP  

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. <àÂ<î×~jÖ]<è^ÃÚ<‚è‚ 

^Ú‚ÏÚ<Åæ†¹] 

8- Keep the plan flexible. 
9- Revise your 6- year plan every year. 
10- Fit the plan to the situation. 

 
Exercise No (4) 
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íèˆé×r{Þ÷]íÇ×Ö^eì…]÷]– Ê ManagementÝ‚Ïj¹]ë…^rjÖ]‹Ú^¤]Ì’Ö]‚Û¦K_]‚Âc†Ï‘‚Ã‰ 
١٥

Subject Organizing Function:  <Üé¿ßjÖ]<íËé¾æ 
Aims To define student what is the Organizing Function.
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

coordination ÐéŠßjÖ] effective performance Ù^ÃËÖ]ð]ù]
individual effort íè†Êçãq communication Ù^’i÷]
aimed Í‚ãè resources …]çÚ

 
- Organizing is the second managerial function. <Ýç×eNLLPKNLLR<K  
- Organizing 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. 

 Meaning of organizing:    Ýç×e<Üé¿ßjÖ]<îßÃÚNLLM<KNLLOKNLLQKNLLTKNLMMKNLMQ  

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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íèˆé×r{Þ÷]íÇ×Ö^eì…]÷]– Ê ManagementÝ‚Ïj¹]ë…^rjÖ]‹Ú^¤]Ì’Ö]‚Û¦K_]‚Âc†Ï‘‚Ã‰ 
١٦

Subject Formal and informal organizations:  íé†Ö]<Æ<æ<íé†Ö]<l^Û¿ß¹] 

Aims To define student what is the Formal and informal organizations.
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

power structure ëçÎØÓéâ limited æ‚¦
social structure êÂ^Ûjq]ØÓéâ vast numbers ‚ÂÒ_
personality íé’~Ö] earned or accepted ÙçfÎæ_h^ŠjÒ]

 Formal and informal organizations:   ><]‚q<Ý^â<> íé†Ö]<Æ<æ<íé†Ö]<l^Û¿ß¹] 

Organizations are classified on formal and informal. <Ýç×eNLLN <

Formal Organization Informal Organization
1 – It is a power structure designed to 
accomplish the company's goals   

KNLMP  

1 – It is a social structure designed to 
meet personal needs KNLLS

KNLLTKNLLUKNLMP  
2 – It is not based on the personality 
of the individual. 

2 – It is based on the personalities, 
ie.. Leaders involved. 

3 – It designed in advance. 3 – It arises spontaneously. 
4 – It can bind together vast numbers 
of people. 

4 – It is a limited in number. 

5 – It is based on delegated or vested 
authority. KNLLQKNLMM  

5 – It is based on earned or accepted 
authority. KNLLTKNLMR  

<
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íèˆé×r{Þ÷]íÇ×Ö^eì…]÷]– Ê ManagementÝ‚Ïj¹]ë…^rjÖ]‹Ú^¤]Ì’Ö]‚Û¦K_]‚Âc†Ï‘‚Ã‰ 
١٧

Subject Steps in organizing:     <Ýç×e<Üé¿ßjÖ]<l]çŞ}NLLMKNLLNKNLMQ  

Aims To define student what is the Steps in organizing.
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

Determine ‚è‚  subordinates °‰æõ†Ú
Departmentalize ë…]÷]ÜéŠÏjÖ] authority íŞ×ŠÖ]
span of control íe^Î†Ö]Ñ^ŞÞ organization chart íÛ¿ß¹]íŞè†}

<

 Steps in organizing:    <<Ýç×e<Üé¿ßjÖ]<l]çŞ}NLLMKNLLNKNLMQ  

1- Determine what is to be done. <<Ýç×eNLLU<<  
2- Departmentalize: assign tasks. 
3- Decide how to achieve coordination  Ýç×eNLLM  
4- Decide on a span of control.   <Ýç×eNLMPKNLMQ  

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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íèˆé×r{Þ÷]íÇ×Ö^eì…]÷]– Ê ManagementÝ‚Ïj¹]ë…^rjÖ]‹Ú^¤]Ì’Ö]‚Û¦K_]‚Âc†Ï‘‚Ã‰ 
١٨

Subject Organization chart and job description:  íËé¾çÖ]<Ì‘ææ<íÛ¿ß¹]<íŞè†}

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

Aids Set book    - Black board
Items:                             New words 

English Arabic English Arabic
job description Ìñ^¾çÖ]Ì‘æ chain of command †Ú]æù]ØŠ×Ši
manager's job †è‚¹]íËé¾æ Actual patterns íéÏéÏ£]tƒ^ÛßÖ]
responsibilities l^éÖçòŠÚ duties l^fq]æ

Organization chart and job description:  íËé¾çÖ]<Ì‘ææ<íÛ¿ß¹]<íŞè†} 

 Organization chart show (useful – advantages):  <Ýç×eNLLTKNLMM  
1- Show titles of each manager's job.  <Ýç×eNLLR  
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.    <Ýç×eNLLSKNLLTKNLMP  
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. <<Ýç×eNLMR  

2- Actual patterns of communication in the organization.  <Ýç×eNLLU  
3- How closely employees are controlled.   <Ýç×eNLLS  
4- The actual level of authority and power each position holder.  

<
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íèˆé×r{Þ÷]íÇ×Ö^eì…]÷]– Ê ManagementÝ‚Ïj¹]ë…^rjÖ]‹Ú^¤]Ì’Ö]‚Û¦K_]‚Âc†Ï‘‚Ã‰ 
١٩

Subject Departmentation:    ë…]÷]<ÜéŠÏjÖ] 

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

Items:                             New words 
English Arabic English Arabic

grouping activities íŞÞù]ÄéÛŸ Location and territory š…ù]æÄÎç¹]
units l]‚uæ Customers ðøÛÂ
sub units íéÂ†Êl]‚uæ Products and services l^Ú‚}æÄ×‰

 Departmentation:    ë…]÷]<ÜéŠÏjÖ] 

- Departmentation is the process of grouping activities into units and sub 
units for purposes of administration. 

 Patterns of departmentation:    ë…]÷]<ÜéŠÏjÖ] tƒ^´ 

  1 – By Functions      
  2- By Products and services. 
  3 – By Location and territory, area.     
  4- By Customers. 
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íèˆé×r{Þ÷]íÇ×Ö^eì…]÷]– Ê ManagementÝ‚Ïj¹]ë…^rjÖ]‹Ú^¤]Ì’Ö]‚Û¦K_]‚Âc†Ï‘‚Ã‰ 
٢٠

Subject Coordination:    ÐéŠßjÖ] 
Aims To define student what is the Coordination. 
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

unity of action ð]†q÷]ì‚uæ techniques géÖ^‰]
interdependent ‚Â^fi unexpected problems íÃÎçjÚÆØÒ^Ú
values ÜéÎ rules ‚Â]çÎ

<

 Coordination:    ÐéŠßjÖ] 

- Coordination is the process of achieving unity of action among 
interdependent activities.   <Ýç×eNLLNKNLLPKNLLRKNLLSKNLLTKNLMR  

- Principle of Coordination:   ÐéŠßjÖ] ô^fÚ 

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.  

<
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íèˆé×r{Þ÷]íÇ×Ö^eì…]÷]– Ê ManagementÝ‚Ïj¹]ë…^rjÖ]‹Ú^¤]Ì’Ö]‚Û¦K_]‚Âc†Ï‘‚Ã‰ 
٢١

Subject Authority:    íŞ×ŠÖ] 
Aims To define student what is the Authority. 
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

Authority íŞ×ŠÖ] Sources of Authority íŞ×ŠÖ]…^’Ú
Responsibility íéÖçòŠ¹] real êÏéÏu
obligation Ý]ˆjÖ] obligation Ý]ˆjÖ]

 Authority:    íŞ×ŠÖ] 

- Authority is essential to discharge managerial functions. <<Ýç×e
NLLPKNLLRKNLLSKNLMR<<  

-  It is authority that makes the management position real and vests him 
with power.    

 Sources of Authority:    <íŞ×ŠÖ] …^’Ú 

1. The formal and informal theory. 
2. The acceptance of authority theory. 
3. The competence theory. 

 Responsibility:    <Ýç×e<íéÖçòŠ¹]NLMR  

- Responsibility is referred to the obligation to perform a task or as the 
task itself. <Ýç×eNLMR  

<
<
<
<
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٢٢

Subject Delegating authority:    <Ýç×e<<íŞ×ŠÖ]<˜èçËiNLLT  
Aims To define student what is the Delegating authority.
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

Elements   †‘^ßÂ Delegating authority íŞ×ŠÖ]˜èçËi
accountable g‰^¬ duties l^fq]æ
commensurate {e¼fi†Ú transferred ØÏÞ

 Elements  of Responsibility:    íéÖçòŠ¹]<†‘^ßÂ 

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.   <Ýç×eNLMMKNLMP  
4. The person who accepts the responsibility is accountable for the 

performance of the assigned duties. 
5. Responsibility is commensurate with authority.  <Ýç×eNLMQ  

 Delegating authority:    íŞ×ŠÖ]<˜èçËi  <Ýç×eNLLT  

- Delegation is the process of entrusting part of the work by superior to 
his subordinates.   <Ýç×eNLLS<  

 The process of delegating:    íŞ×ŠÖ]<˜èçËi l]çŞ} 

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. 
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<

Subject Decentralization of authority   íŞ×ŠÖ]<<íèˆÒ†Ú<÷ 
Aims To define student what is the Decentralization of authority   .
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

Decentralization íèˆÒ†Ú÷ time consuming kÎçÖ]Å^é•
centralization íèˆÒ†Ú motivation ˆéËvjÖ]
routine °iæ… diversification ÅçßjÖ]

 Decentralization of authority   íŞ×ŠÖ]<<íèˆÒ†Ú<÷ 

- Decentralization means authority is delegated to the levels where the 
work is to be performed. 

- Complete centralization is possible only a one-man enterprise. 
 Advantages of decentralization.  íèˆÒ†ÚøÖ]<^è]ˆÚ 

1- It relives the top executives from routine and time consuming detailed 
work.NLLQ 

2- It provides a better means of developing future manager and executives. 
3- It facilitates diversification of product liens. 
4- It helps an motivation of subordinates to high performance. 

 Disadvantages of decentralization.  íèˆÒ†ÚøÖ]<<hçéÂ 

1- It is not an easy process. 
2- It may increase the problem of coordination. 
3- It may hamper the adoption of uniform policies.  OI<‚Î<ØÎ†Ãi<^ÛjÂ]<l^‰^é‰<ì‚uçÚ  

4- It may increase administrative expenses. 
5- It is not very easy to take decision in emergency.  QI<‹éÖ<àÚ<ØãŠÖ]<íè^Ç×Ö<á_<„~ji<

…]†ÏÖ]<»<l÷^u<…]çŞÖ]ô . 

<
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٢٤

Subject Committees in organization.  íÛ¿ß¹]<îÊ<á^r×Ö] 
Aims To define student what is the Committees in organization.
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

committees á^r×Ö] Benefits  ‚ñ]çÊ
Advisory íè…^j‰] experience ì¤]
Executives íè„éËßi co-operation áæ^ÃjÖ]

 Committees in organization.  íÛ¿ß¹]<îÊ<á^r×Ö] 

- Kind of committees: 
 1- Advisory committee.   2- Executives committee. 

- Benefits  of committees:  Ýç×e<NLLSKNLMQ<<<<<<<<<D‚ñ]çÊEá^r×Ö]íéÛâ_  

1- Committee promotes better understand among the different 
departmental heads.   Ýç×e<NLLU  

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. 

<
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Subject Directing and Leading Function  äéqçjÖ]<íËé¾æ<<ì^éÏÖ]<æ <
Aims To define student what is the Directing and Leading Function.
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

Directing äéqçjÖ] human factor ë†fÖ]†’ßÃÖ]
Leading ì^éÏÖ] enterprise Åæ†Ú
aspects Üéâ^ËÚ interpersonal ê’~

<

- The nature of Directing and Leading: are the interpersonal aspects of 
managing directly to the manager.  Ýç×eNLMQ  

- Directing and leading is difficult function Ýç×eNLLMKNLMMKNLMPKNLMQKNLMR  
- 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. 

<
<
<
<
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٢٦

Subject Important principles of directing <<äéqçj×Ö<íÚ^]<ô^f¹]< <
Aims To define student what is the Important principles of directing.

Aids Set book    - Black board
Items:                             New words 

English Arabic English Arabic
principles ô^f¹] objective Í‚âIš†Æ
harmony Ÿ‹Þ^ apply ÐéfŞi
Important íéÛâ] command †Ú_

<

 Important principles of directing: <Ýç×eNLLQ <

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.   e<Ýç×NLLU  
3- The principle of unity of command.  

The principle of unity of command is a directing and leading, as well as an 
organizing principle.  <Ýç×eNLLP  

<
<
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Subject characteristics of directing <<<<<äéqçjÖ]<“ñ^’} <
Aims To define student what is the characteristics of directing.
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

superior manager DˆéÛj¹]Eî×Âù]†è‚¹] Motivation ˆéËvjÖ]
Issue instruction l^Ûé×ÃjÖ]…]‚‘] willingness ]‚Ãj‰]IífÆ…
communication Ù^’i÷] reward ì`Ê^ÓÚ

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

Directing is a function of [superior] Ýç×e<NLLN<KNLMQ<  
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.  Ýç×eNLLOKNLMQ  
 Aspects of directing: <Ýç×eNLMR <

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. Ýç×eNLLT  

- Motivation is a willingness to expand energy to achieve a goal or a reward.
Ýç×eNLMR <

<
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Subject The needs l^q^£]<<<< <
Aims To define student what is the needs. 
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

needs l^q^u Ego need íéi]ƒl^q^u
protection íè^· Self- actualization or 

fulfillment needs 
l]„Ö]ÐéÏ ±]íq^£]

Social needs íéÂ^Ûjq]l^q^u 
The needs are found in human being: 

1- Physical need: include food, water, shelter, clothing, etc. Ýç×eNLMM<KNLMP<<<<  
2- Safety or security needs: include protection against danger, threat and 

deprivation. Ýç×eNLMM<<<<<  
3- Social needs: include love and affection, friendship, sociability. Ýç×e

NLLQKNLLRKNLMM<<<<<  
4- Ego need: include needs for self-team, self-confidence, 

independence,.etc. <Ýç×eNLLRKNLMMKNLMR  
5- Self- actualization or fulfillment needs: Include needs for realizing one's 

own potentialities. Ýç×eNLMM<<<<<  
Communication: <<<<Ù^’i÷] <

- Communication is the process of passing information and understanding 
from one person to another.  Ýç×eNLLMKNLLQKNLLS<<K  

<
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Subject Importance of communication:Ù^’i÷]<íéÛâ_<
Aims To define student what is the Importance of communication.
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

Feature xÚøÚIl^ emotion íË^Â
staffing Ìé¾çjÖ]I°×Ú^ÃÖ]íòéâ agencies l÷^Òæ
opinion ë_… presupposes ^Ú‚ÏÚšËè

 Feature of communication: <Ù^’i÷]Dl^ExÚøÚ  
1- It is 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. 
 Importance of communication:Ù^’i÷]íéÛâ_ 

- In the 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. Ýç×eNLLOK  

- In the case of staffing: the communication helps in maintaining better 
union relation. 

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

<
<



 
Date      

Period      
Class      

 

íèˆé×r{Þ÷]íÇ×Ö^eì…]÷]– Ê ManagementÝ‚Ïj¹]ë…^rjÖ]‹Ú^¤]Ì’Ö]‚Û¦K_]‚Âc†Ï‘‚Ã‰ 
٣٠

Subject Leadership:   ì^éÏÖ]<
Aims To define student what is the Leadership. 
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

Leading ì^éÏÖ] common goals íÒÚÍ]‚â_
activity ½^Þ influence m`i
followers °Ãe^i members ð^–Â_

<

 Leadership:   ì^éÏÖ] 

- Leading is another important tool of directing.     Ýç×eNLLP  
- Leading the task of getting other people to follow you.  Ýç×eNLLQ  
- Leading is an activity on the part of managers to get something done by 

others.NLMM 
 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. Ýç×eNLMPK  
4- Leadership presupposes existence of some common goals. 
5- Leadership involves guiding and directing the members of the group. 

Ýç×eNLLMKNLLOKNLLSKNLLTK<  
<
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٣٣

Management 
Fifth Year<

Syllabus (three periods weekly) 
íèˆé×¨÷]<íÇ×Ö^e<ì…]÷]<

<l]çß‰<‹Û¤]<Ý^¿Þ<íè…^rjÖ]<íÚ‚Ïj¹]<íéßËÖ]<í‰]…‚Ö]<Ýç×e‚Ö<

<ÄÎ]çe<H<DÙ^¹]<Ñç‰<æ<ÐèçŠjÖ]<æ<ì…]÷]<ífÃE}^éÂçf‰_<“’u<pøm{<

Subject month
1- 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.  

2019 
February 

2- The Organization function:
- Marketing function – Production function – Financing 
function. 

March 

3- Scientific management. 
- Elements of scientific management. 
- Henry Fayol and scientific management. 
- Advantages of scientific management. 
- Objections of scientific management. 

April 

 General revision. 
 Model of examination. May 2019

<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<ì^¹]<Œ…‚Ú     <<<<<<<<<<<<<<<<<<<<<<<<<<<ì^¹]<Í†Ú         í‰…‚¹]<†è‚Ú<HHH<‚ÛjÃè<
<<<<<<<<<<<<K_<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<K_<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<K]<<
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íèˆé×r{Þ÷]íÇ×Ö^eì…]÷]– Ê ManagementÝ‚Ïj¹]ë…^rjÖ]‹Ú^¤]Ì’Ö]‚Û¦K_]‚Âc†Ï‘‚Ã‰ 
٣٤

Subject Controlling Function:   íe^Î†Ö]<íËé¾æ<
Aims To define student what is the Leadership. 
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

Controlling íe^Î†Ö] measuring performance ð]ù]Œ^éÎ
ensuring á^Û• corrective action êvév’ið]†qc
setting a target Í]‚â_Ä•æ desired results íeç×Ş¹]sñ^jßÖ]

- The control process is very important function. 
 The meaning and nature of controlling function: Ýç×eNLLMK<<  

- Control:  is the task of ensuring that activates are providing the desired 
results. Ýç×eNLLNKNLLOKNLLQKNLLRKNLLSKNLLTKNLLUKNLMPK  

- <Control:  involves setting a target, measuring performance, and taking 
corrective action. <Ýç×eNLLMKNLLPKNLMQ<  

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

<
<
<
<
<
<
<
<
<
<
<
<
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٣٥

Subject Characteristics of the control function: íe^Î†Ö]<íËé¾æ<“ñ^’}    <

Aims To define student what is the Characteristics of the control function.

Aids Set book    - Black board
Items:                             New words 

English Arabic English Arabic
Establishment ‹é‰`i overlaps Ø}]‚i
Feedback ì‚i†¹]íè„ÇjÖ] standards set íÂç•ç¹]è^Ã¹]
merges sÚ actual performance êÏéÏ£]ð]ù]

 Characteristics of the control function: íe^Î†Ö]<íËé¾æ<“ñ^’}<

1- Control merges into and overlaps with other functions of management. 
Ýç×eNLMQ  

Control begins with planning.  Ýç×eNLLOKNLLP  
2- Control exercised at all levels of management.  Ýç×eNLLNKNLLOKNLLQ

KNLLSKNLLU  
3- Control is a continuing process. Ýç×eNLMP  
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. 
 Basic elements of the control process íe^Î†Ö]<íé×ÛÃÖ<íéŠéñ†Ö]<†‘^ßÃÖ] 

1- Establishment of standards or objectives.  <Ýç×eNLLM  
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   <l^fè…‚jÖ]<í‰]†Ò  

Page no : 15
<



 
Date      

Period      
Class      
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٣٦

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
Items:                             New words 

English Arabic English Arabic
Requirement l^f×ŞjÚ flexible á†Ú
effective ðÌÒ economical ë^’jÎ]
adequate g‰^ßÚ tailored to ÄÚÜñøjè

 Requirement of an effective and adequate control system  <Ýç×eNLMPKNLMRK  

1- Control should be tailored to plans and positions. 
2- Control must be tailored to individual managers and their personalities. 
3- Control should point up exceptions at critical points. 
4- Control should be objective. 
5- Control should be flexible.  <Ýç×eNLLN<KNLMPKNLMR<  

Controls should be flexible when it remain workable in the face of 
changed plans.  

6- Control should be economical. <Ýç×eNLLNK <

Control should be economical when it must be worth their cost. 
7- Control should be lead to corrective action.   <Ýç×eNLMMKNLMR<K  

<
<
<
<
<
<
<
<
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٣٧

Subject Cost control   ÌéÖ^ÓjÖ]<ífÎ]†Ú<

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

Items:                             New words 
English Arabic English Arabic

Cost control    ÌéÖ^ÓjÖ]ífÎ]†Ú estimates l]†è‚Ïi
profitable í†Ú tenders l^’Î^ßÚ
reducing cost íË×ÓjÖ]˜éË¡ invaluable data íÛéÎl^Þ^ée

 Cost control   ÌéÖ^ÓjÖ]ífÎ]†Ú 

- Cost accounting is concerned with cost finding.  Ýç×eNLMR  
- Cost control attempts to reducing cost. 
- The aim of cost control is to reduce the cost of products and services.  
 Advantages of cost accounting and cost control. ÌéÖ^ÓjÖ]<ífÎ]†Ú<æ<íf‰^¦<^è]ˆÚ 

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. 

Exercise No (14) 
Training Note book   <l^fè…‚jÖ]<í‰]†Ò  
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٣٨

Subject Major control principles. íe^Î†×Ö<íé‰^‰ù]<ô^f¹]        <

Aims To define student what is the Major control principles.
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

assurance á^Û• direct ì†^fÚ
reflection Œ^ÓÃÞ] exception ð^ßnj‰÷]
critical point íq†£]íŞÏßÖ] individuality íé’~Ö]

 Major control principles. íe^Î†×Ö<íé‰^‰ù]<ô^f¹] 

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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٣٩

Subject The Organization's Functions:   íÛ¿ß¹]<Ìñ^¾æ      <

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

Items:                             New words 
English Arabic English Arabic

promotion sèæ†i satisfy the needs l^q^£]íéf×i
Financing ØèçÛjÖ] Marketing mix êÏèçŠjÖ]sèˆ¹]
Human relation íéÞ^ŠÞ]l^ÎøÂ price †ÃŠÖ]

- Organizations have many functions that must be done in order to achieve 
its main goals efficiently and effectively.  <Ýç×eNLLU  

- The Organization's Functions:   íÛ¿ß¹]<Ìñ^¾æ<<<<<<  
1- Production function.   2- Financing Functions. 
3- Personal Functions.   4- Human relation Functions 
5- Purchases and storing function. 

- Marketing function: ç×eÝNLLQK<  
include all activities of a business undertakes in order to satisfy the 
needs of the customer. <Ýç×eNLLMKNLLNKNLLOKNLLPKNLLSKNLMP<<<  

- Marketing mix:   <Ýç×e<<<êÏèçŠjÖ]<sèˆ¹]NLLU<K<<  
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. 
Ýç×eNLMQ  

Exercise No (15) 
Training Note book   <l^fè…‚jÖ]<í‰]†Ò  
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íèˆé×r{Þ÷]íÇ×Ö^eì…]÷]– Ê ManagementÝ‚Ïj¹]ë…^rjÖ]‹Ú^¤]Ì’Ö]‚Û¦K_]‚Âc†Ï‘‚Ã‰ 
٤٠

Subject Marketing activities include:  <íŞÞù]ØÛi<íéÏèçŠjÖ]      <

Aims To define student what is The Marketing activities include.
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

Marketing activities íéÏèçŠiíŞÞ_ customers ðøÛÂ
internal audit íé×}]íÃq]†Ú weaknesses ÌÃ–Ö]
co-ordination áæ^Ãi threats l]‚è‚ãi

- Marketing activities include: <<ØÛi<íéÏèçŠjÖ]<íŞÞù]  

1- The need for the business to find out what the market wants.  Ýç×eNLLSKNLMMK  

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. 

- Difference between Marketing and Selling  ÄéfÖ]<æ<ÐèçŠjÖ]<°e<Ñ†ËÖ] 

Selling Marketing 
1 – Concentrate on existing 
product.  <Ýç×eNLMMKNLMQKNLMR<< <

1 – Who are our customers? Who could be 
our customer? 

2 – How many have we sold? 2 – What are our strengths, weaknesses, <Ýç×eNLMQ<K  
opportunities and threats? (the SWOT 
analyses)  

3 – Concentrate on the 
customer. 

3 – What strategy will give us the most profit? 
From consumer satisfaction. 

- The achievement of objective depends on the right mix of product, 
price, promotion and place (4P'S) 

<

Subject Production Function :  <Ýç×e<<<t^jÞ÷]<íËé¾æNLLT <

Aims To define student what is The Production Functions.
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Aids Set book    - Black board
Items:                             New words 

English Arabic English Arabic
Production Function t^jÞ÷]íËé¾æ useful ‚éËÚ
forms …ç‘IÙ^Ó_ premises l]…^ÏÂ
classified Ìéß’i Level ïçjŠ¹]

- Production Function :  <Ýç×e<<<t^jÞ÷]<íËé¾æNLLT  

- Is the part of business activity which converts raw materials, 
components and finished goods into new goods and services.  <Ýç×e

NLLQKNLLS<KNLMM<KNLMP  
- 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   <l^fè…‚jÖ]<í‰]†Ò  
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Subject Factors affection production activity <Ýç×et^jÞ÷]íŞÞ_îÊì†mö¹]ØÚ]çÃÖ]NLLR<<<< <

Aims To define student what is The Factors affection production activity.

Aids Set book    - Black board
Items:                             New words 

English Arabic English Arabic
Factors ØÚ]çÂ Synthetic methods Ñ†géÒ†iêÂ^ß‘
Legislation Äè†jÖ] Analytic methods  Ñ†íé×é× 
Manufacturing Äéß’jÖ] Extraction   t]†~j‰]

- Classification by level: 
* Extraction   t]†~j‰]  * Raw material process í¢^ÃÚ<Ý^¤]<]ç¹]  
* Manufacturing jÖ]Äéß’  * Administration and services. l^Ú‚¤]<æ<ì…]÷] 

- Classification by process: 
1- Analytic methods  íé×é× <Ñ† 2 Synthetic methods.  êÂ^ß‘<géÒ†i<Ñ† 

3- Continuous methods.   ì†ÛjŠÚ<Ñ† 
Factors affection production activity <jÞ÷]íŞÞ_îÊì†mö¹]ØÚ]çÃÖ]Ýç×et^NLLR<<<< <

1- Finance           MI<ØèçÛjÖ]  
2- The skills of workforce     NI<ØÛÃÖ]<ìçÎ<ì…^ãÚ  
3- The available technology    OI<íu^j¹]<^éqçÖçßÓjÖ]  
4- The market        PI<ÑçŠÖ]  
5- Legislation        QI<Äè†jÖ]  
6- The state of the economy    RI<^’jÎ÷]<íÖ^u  

<
<
<
<
<
<
<
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Period      
Class      

 

íèˆé×r{Þ÷]íÇ×Ö^eì…]÷]– Ê ManagementÝ‚Ïj¹]ë…^rjÖ]‹Ú^¤]Ì’Ö]‚Û¦K_]‚Âc†Ï‘‚Ã‰ 
٤٣

Subject The Financing Function    <Ýç×e<ØèçÛjÖ]<íËé¾æNLLN<KNLLO<KNLMM <

Aims To define student what is The Financing Function    .
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

Financing Function íËé¾æØèçÛjÖ] spends Ñ^ËÞc
sources …^’Ú equipment l]‚ÃÚ
monetary íè‚ÏßÖ] acquiring factories ÄÞ^’¹]î×ÂÙç’£]

The Financing Function   <ØèçÛjÖ]<íËé¾æ<Ýç×eNLLNKNLLOKNLMM <

- The function of Financing describes the sources of finance available to a 
business. <Ýç×eNLLT  

- A study of the finance of a business is concerned with three areas: 
1-The monetary resources of a business. …]ç¹]<íè‚ÏßÖ]<Ù^ÛÂúÖ<íè…^rjÖ] .  
2- The acquisition of monetary resources by a business.  Ùç’£]î×Â…]çÚíéÖ^ÚàÚØfÎ

Ù^q…ù]Ù^ÛÂ  

3- The effective management of monetary resources  ì…]ý]<íÖ^ÃËÖ]<…]çÛ×Ö<íè‚ÏßÖ]  
 Money and its markets:  <<^ãÎ]ç‰_<æ<çÏßÖ] 

- The common denominator of each of the three areas is the word 
"Monetary" 
 The use of Funds:   <çÏßÖ]<Ý]‚~j‰] 

- 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) 
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íèˆé×r{Þ÷]íÇ×Ö^eì…]÷]– Ê ManagementÝ‚Ïj¹]ë…^rjÖ]‹Ú^¤]Ì’Ö]‚Û¦K_]‚Âc†Ï‘‚Ã‰ 
٤٤

Subject 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

Items:                             New words 
English Arabic English Arabic

final decision êñ^ãßÖ]…]†ÏÖ] size of market çŠÖ]ÜruÑ
Borrowing š]Î÷] business confidence Ù^ÛÂù^eíÏnÖ]
development †èçŞjÖ] Management skill ì…^ãÚì…]÷]

 A business must be influenced in the final decision. 
1- The nature of business.   íè…^rjÖ]<Ù^ÛÂù]<íÃéf 
2- The size of business.  íè…^rjÖ]<Ù^ÛÂù]<Üru 
3- The stage of development.  †èçŞjÖ]<í×u†Ú 
4- The size of market.    ÑçŠÖ]<Üru 
5- Management skill.     ì…]÷]<ì…^ãÚ 
6- The government.   íÚçÓ£] 
7- The state of the economy and business confidence. íÖ^u<^’jÎ÷]<Ù^ÛÂù^e<<íÏnÖ]<æ<  

 Sources of Finance.  Ù^¹]<Œ_…<…^’Ú 

1- Owner's capital.    Œ_…<Ù^¹]<Õç×Û¹] . 
2- Borrowing from other people or organization. š]Î÷]<àÚ<Œ^ßÖ]<æ_<íÛ¿ßÚ<ï†}_   

3- Obtaining goods on credit.   Øqù^e<Äñ^–e<î×Â<Ùç’£] 
<
<
<
<
<
<
<
<
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íèˆé×r{Þ÷]íÇ×Ö^eì…]÷]– Ê ManagementÝ‚Ïj¹]ë…^rjÖ]‹Ú^¤]Ì’Ö]‚Û¦K_]‚Âc†Ï‘‚Ã‰ 
٤٥

Subject Scientific Management:   <Ýç×e<íéÛ×ÃÖ]<ì…]÷]NLLMKNLMP <

Aims To define student what is  the Scientific Management
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

Scientific Management íéÛ×ÃÖ]ì…]÷] Motion study í‰]…íÒ†£]
Method study í‰]…íÏè†Ö]ØÛÃ Mental revolution ì…çnÖ]íé×ÏÃÖ]
Routing ‚è‚ ¼}‰l^é×ÛÃÖ] Improvement l^ßéŠ 

 Scientific Management:   íéÛ×ÃÖ]<ì…]÷] <Ýç×eNLLMKNLMP  

- Is the art of knowing exactly what to be done and the best way of doing 
it.  <Ýç×eNLLO<<KNLLPKNLLR<<KNLLTKNLMQ<  < 
 Elements of Scientific Management:  <Ýç×eNLLPKNLLRKNLLU<<<<KíéÛ×ÃÖ]<ì…]÷]<†‘^ßÂ  
1- Determination the task.     Ý^ã¹]<‚è‚     <Ýç×eNLLN<<K  
2- Planning of industrial operation.     íéÂ^ß’Ö]<l^é×ÛÃÖ]<¼éŞ¡ 
3- Proper selection and training workers.  ÷]Ù^ÛÃ×Ö<g‰^ß¹]<gè…‚jÖ]<æ<…^éj}  
4- Improvement in methods of work.   ØÛÃÖ]<Ñ†<°Š   <Ýç×eNLLN<K  
5- Modification of organization.    íÛ¿ß¹]<Øè‚Ãi 
6- Mental revolution.  íé×ÏÃÖ]<ì…çnÖ]   <Ýç×eNLMQ<K  

 The task must be: 
1- Method study:   ØÛÃÖ]<íÏè†<í‰]… <<Ýç×eNLLSK<NLLU<K  

- Method study should be conducted before making motion and time studies. 
2- Routing:   l^é×ÛÃÖ]<‰<¼}<‚è‚  

- "Routing sheet" is prepared indicating the exact route for each task. 
3- Motion study: <<<<<<<íÒ†£]<í‰]…    <Ýç×eNLLNKNLLOKNLMP<KNLMR<  

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

Exercise No (18) 
Training Note book   <l^fè…‚jÖ]<í‰]†Ò  

Page no : 21
<



 
Date      

Period      
Class      

 

íèˆé×r{Þ÷]íÇ×Ö^eì…]÷]– Ê ManagementÝ‚Ïj¹]ë…^rjÖ]‹Ú^¤]Ì’Ö]‚Û¦K_]‚Âc†Ï‘‚Ã‰ 
٤٦

Subject Scientific Management:   <íéÛ×ÃÖ]<ì…]÷] 

Aims To define student what is  the Scientific Management
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

Time study í‰]…kÎçÖ] incentive ˆÊ^u
Fatigue study í‰]…^ãq÷] Issuing orders †Ú]æù]…]‚‘]
Rate setting Ä•æl÷‚Ã¹] sweating of labour ØÛÃÖ]Å^é•

4- Time study:  DkÎçÖ]<í‰]…E<íéßÚ‡<l^‰]…   <Ýç×eNLLNKNLLTK<<   
- is the art of observing and recording the time required to do each detailed 
elements of an industrial operation. 
Time study leads to the following benefits: íéÖ^jÖ]<‚ñ]çË×Ö<ïöi<íéßÚˆÖ]<l^‰]…‚Ö] 
1- It determines the standard time for each task.  <Ýç×eNLLN  
2- It facilities the setting of piece rate. 
3- It eliminates indefiniteness. 

5- Fatigue study:   ^ãq÷]<í‰]… 
- 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- Rate setting:  l÷‚Ã¹]<Ä•æ 
- is required to create incentive in a workman to exert him to the fullest capacity. 

 Planning of industrial operation: 
- After setting the task to the work the next step is to plan the production 

so that the work goes systematically. 
 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.  
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íèˆé×r{Þ÷]íÇ×Ö^eì…]÷]– Ê ManagementÝ‚Ïj¹]ë…^rjÖ]‹Ú^¤]Ì’Ö]‚Û¦K_]‚Âc†Ï‘‚Ã‰ 
٤٧

Subject Taylor and eight functional formen  <íéÞ^ÛnÖ]<…ç×è^i<Ìñ^¾æ<

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

Aids Set book    - Black board
Items:                             New words 

English Arabic English Arabic
Proper selection g‰^ß¹]…^éj}÷] Route clerk gi^Ò¼}‰l^é×ÛÃÖ]
training gè…‚i gang clerk ‹éñ…íÂçÛ¥
Symbols l^ßéÂ The inspector jË¹]

 Proper selection and training of workers: would lead to increase in efficiency as 
is evidenced from the two well-known instances cited by Taylor. 

 Improvement in the methods of work involves:  àÛ–jè<ØÛÃÖ]<Ñ†<°Š  
1 - Tools and equipment.  l]‚Ã¹]<æ<l]æù]    2-  Speeds.    íÂ†ŠÖ] 
3 - Conditions of work.  <<ØÛÃÖ]<l÷^u<K<Íæ†¾   4-Materials. Ý^}<]çÚ 

5 - Symbols. l^ßéÂ 
1 Modification of organization: 

- According Taylor there should be eight functional formen. Viz. 
1- Route clerk.   l^é×ÛÃÖ]<‰<¼}<gi^Ò<Ì¾çÚ 
2- Instruction card clerk.  l^Ûé×ÃjÖ]<Ì¾çÚ 
3- Time and cost clerk. íË×ÓjÖ]<æ<kÎçÖ]<Ì¾çÚ 
4- The function of gang clerk.   íÂçÛ¥<‹éñ…<íËé¾æ 
5- The functions of speed boss.    íÂ†ŠÖ]<‹éñ…<Ì¾çÚ 
6- The functions of repair boss. <l^vé×’jÖ]<‹éñ…<Ì¾çÚ 
7- The inspector.   jË¹] 
8- The shop disciplinarian.  Ý^¿ßÖ]<î×Â<“è†£] 

Exercise No (19) 
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íèˆé×r{Þ÷]íÇ×Ö^eì…]÷]– Ê ManagementÝ‚Ïj¹]ë…^rjÖ]‹Ú^¤]Ì’Ö]‚Û¦K_]‚Âc†Ï‘‚Ã‰ 
٤٨

Subject Henry Fayol and Scientific Management.   íéÛ×ÃÖ]<ì…]÷]<æ<ØèçÊ<ï†ßâ 

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

Aids Set book    - Black board
New words 

English Arabic English Arabic
activities íŞÞ_ Commercial íè…^Ÿ
Coordination ÐéŠßjÖ] Technical íéßÊ
Command †Ú]æù] Security á^Û•Iá^Ú_

2 Henry Fayol and Scientific Management.   íéÛ×ÃÖ]<ì…]÷]<æ<ØèçÊ<ï†ßâ 

3 Fayol saw management as a scientific process built up of five elements. 
1- Planning.                 <<<V†‘^ßÂ<‹¸<î×Â<fi<Ü×ÃÒ<ì…]÷]<á]<ï]…<ØèçÊMI<¼éŞ~jÖ]  
2- Organization.     Üé¿ßjÖ] 
3- Command.      †Ú]æù] 
4- Coordination.     ÐéŠßjÖ] 
5- Control.    íe^Î†Ö] 
4 Fayol group the activities at:  <îÊ<íŞÞù]<Ä¶<ØèçÊ 

1- Technical.     íéßÊ 
2- Commercial.   íè…^Ÿ 
3- Financial.    íéÖ^Ú 
4- Security.    <á^Û•I<á^Ú_  
5- Accounting.  íf‰^] 
6- Managerial.    íè…]÷] 
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íèˆé×r{Þ÷]íÇ×Ö^eì…]÷]– Ê ManagementÝ‚Ïj¹]ë…^rjÖ]‹Ú^¤]Ì’Ö]‚Û¦K_]‚Âc†Ï‘‚Ã‰ 
٤٩

Subject Fayol Fourteen principles of management: ì…]÷]<îÊ<ØèçÊ<ô^fÚ 

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

Aids Set book    - Black board
Items:                             New words 

English Arabic English Arabic
principles ô^fÚ Unity of direction ì‚uæäéqçjÖ]
Division of work ÜéŠÏiÃÖ]ØÛ Scalar chain t…‚iíŞ×ŠÖ]
Unity of command ì‚uæ†Úù] Equity íÖ]‚ÃÖ]

5 Fayol Fourteen principles of management: ì…]÷]<îÊ<ØèçÊ<ô^fÚ 
1- Division of work.     ØÛÃÖ]<ÜéŠÏi<<<<<Ýç×eNLLM< <

is the principle of specialization through which higher norms of efficiency and 
standardization are attained. <<<Ýç×eNLLP<  

2- Authority and accountability.   íf‰^]<æ<íŞ×ŠÖ] 
3- Discipline.     ½^f–Þ÷] 
4- Unity of command.   †Úù]<ì‚uæ<

The principles of Unity of command Is a directing and leading, as well as an organizing 
principle.   ٢٠١٦/ ٢٠٠٢/٢٠٠٤دبلوم  
Unity of command provides security.   ٢٠٠٥دبلوم  

5- Unity of direction.   äéqçjÖ]<ì‚uæ 
6- Superiority of the general interest over partial or individual interests. 
7- Adequate remuneration and incentive payment.   lbÊ^Ó¹]<æ<ˆÊ]ç£]<íf‰^ß¹]  
8- Centralization.  íèˆÒ†¹] 
9- Scalar chain.   t…‚i<<íŞ×ŠÖ]<–<†Ú]æù]<ØŠ×Ši   <Ýç×eNLMR<<K  
10- Order.   <†Úù]I<géiÖ]  
11- Equity.  íÖ]‚ÃÖ]   <Ýç×eNLLQ  
12- Stability and Security.   á^Úù]<æ<…]†Ïj‰÷] 
13- Initiative.    ˆÊ^£]  <Ýç×eNLLR  
14- Cooperation and follow feeling (esprit de corps)   <áæ^ÃjÖ]–<Ðè†ËÖ]<|æ…  

Exercise No (20) 
Training Note book   <l^fè…‚jÖ]<í‰]†Ò  

Page no : 23
<



 
Date      

Period      
Class      

 

íèˆé×r{Þ÷]íÇ×Ö^eì…]÷]– Ê ManagementÝ‚Ïj¹]ë…^rjÖ]‹Ú^¤]Ì’Ö]‚Û¦K_]‚Âc†Ï‘‚Ã‰ 
٥٠

Subject Advantages of Scientific Management:  íéÛ×ÃÖ]<ì…]÷]<^è]ˆÚ 

Aims To define student what is  the Advantages of Scientific Management

Aids Set book    - Black board
Items:                             New words 

English Arabic English Arabic
Objections l^•]Â] earning g‰^ÓÚ
healthy co-operation êv‘áæ^ÃiI‚éËÚ wages …çq_
aptitude l^â^Ÿ] avoided gßŸ

1 Advantages of Scientific Management:  íéÛ×ÃÖ]<ì…]÷]<^è]ˆÚ 

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.   <Ýç×eNLLO<  
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 Management:  íéÛ×ÃÖ]<ì…]÷]<<î×Â<l^•]Â÷]<   <Ýç×eNLLQ  
1- Employee objections. 
2- Workers objections. 

Exercise No (21) 
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íèˆé×r{Þ÷]íÇ×Ö^eì…]÷]– Ê ManagementÝ‚Ïj¹]ë…^rjÖ]‹Ú^¤]Ì’Ö]‚Û¦K_]‚Âc†Ï‘‚Ã‰ 
٥١

Subject Revisions 

Aims To training student about the examination 
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