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MANAGEMENT 5  

)O(;;k]eÁÑÅh;Ïà\Ö—;ÖŒê;Å¬à;Å⁄•;J^;;I;ÍÑ]qi’\;äŸ]£\;Àë÷’;ÏÁáË÷qz›ˆ\;Ï∆÷’]d;ÎÑ\Äˆ\ 

ÏÁÑ]qi’\;ÏŸÅŒi∏\;ÍÄÖ“’\ 

Subject ……………………………………………………………………………………… 
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
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……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
………………………………………………………………………………………….……… 

 



 
MANAGEMENT 5  

)P(;;k]eÁÑÅh;Ïà\Ö—;ÖŒê;Å¬à;Å⁄•;J^;;I;ÍÑ]qi’\;äŸ]£\;Àë÷’;ÏÁáË÷qz›ˆ\;Ï∆÷’]d;ÎÑ\Äˆ\ 

ÏÁÑ]qi’\;ÏŸÅŒi∏\;ÍÄÖ“’\ 

 
  
      Question (1) Give the Arabic for  the following: 

  English Arabic 
Planning  
Plans ;

decision making  
future activity  
considered forecasts  

Questions 2: complete the following 
- Planning is the most basic of all …………………….. function.   MKKL 
- ……………………It concerns future activity.  ;‹Ê÷dÄMKKQ  
- ……………….. is deciding in advance what to do, how to do it, and who is 

to do. MKKL 
- ………………….….. is that managerial function which consists of 

determining in advance what should be done.  ;‹Ê÷dÄMKKO  
- Planning means to ……………….. before acting .  ;‹Ê÷dÄMKKQJMKLPJMKLQ  
Questions 3: A- Complete the following:    ;;‹Ê÷dÄMKKN  

The nature of planning can be highlighted by the four major aspects of 
planning: ……………….… to …………….….. and objectives 
……………..…….  Of planning ………………….. of planning, and 
…………………… of plans. 

B- Mention the managerial function:    MKLP;JMKLL;‹Ê÷dÄ  
1. ……………………………………………….  
2. ………………………………………………. 
3. …………………………………………………. 
4. …………………………………………………. 
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MANAGEMENT 5  

)Q(;;k]eÁÑÅh;Ïà\Ö—;ÖŒê;Å¬à;Å⁄•;J^;;I;ÍÑ]qi’\;äŸ]£\;Àë÷’;ÏÁáË÷qz›ˆ\;Ï∆÷’]d;ÎÑ\Äˆ\ 

ÏÁÑ]qi’\;ÏŸÅŒi∏\;ÍÄÖ“’\ 

 
 

Question (1) Give the English for the following: 

English Arabic 
 k]î\2…\;

 Ïuî\Â;Ã\Å·^;

 k\Ê�|;

 Ô\Ä^;

 ØŒË’\;‹Å¡ 

 
Questions 2: mark true (√) or false (X): 
1- Planning maximize the chance of making hastily decision. 
2- Planning helps in making provision for future contingencies. ;‹Ê÷dÄMKLL  
3- Define the real problem is the first step of managerial planning. 
4- Planning helps in minimizing the hazards of uncertainty. 
5- Planning is a guess work and is based on facts.  ;‹Ê÷dÄMKLP  
6- Planning provides a unifying frame work. ;;‹Ê÷dÄMKLR  

 
Questions 3: Mention steps are necessary for effective managerial planning?;

;‹Ê÷dÄMKLQ  
1- ……………………………………………………. 
2- ……………………………………………………. 
3- ……………………………………………………. 
4- ……………………………………………………. 
5- ……………………………………………………. 
6- ……………………………………………………. 
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ÏÁÑ]qi’\;ÏŸÅŒi∏\;ÍÄÖ“’\ 

 
 

Question (1) Give the missing for the following: 

English Arabic 
Strategies ;

Procedures ;

Budgets ;

 k\ÅÁÅ‚h;

 Ïd]ÕÖ’\;◊Ë‚âh;

Questions 3: Complete the following:    ; 
A- ……………….. or …………. are the ends toward which activity is aimed. ;;‹Ê÷dÄ

MKKSJMKLR  
B- ………………….. are general statements or understanding which guide or 

channel to thinking and action in decision making.  ;‹Ê÷dÄMKKO;J  
C- Planning provides …………………...  ;‹Ê÷dÄMKKM  
D- …………………. helps to reveal future opportunities and ………….. .    ;‹Ê÷dÄ

MKKRJMKLL  
E- Planning ………………………….. control.   ;‹Ê÷dÄMKKL  
Questions 3:  
A- writes short notes on: Importance of planning 

1- …………………………………………………………………….         
2- ………………………………………………………………….         
3- ………………………………………………………………….         
4- …………………………………………………………………….         
B - Mention the types of plans? (5only) ;;‹Ê÷dÄMKKQ;JMKKRJMKLP  

      1 – …………………..………………..        
      2- …………………….…..……………   
      3 - …………………………….………;     
      4 – ………………..…………………..        
     5- ………………………………………;     
      6 – …………………………………..        

7- ……………………..………………; 

Exercise No (3) planning Function Book Pages  

 



 
MANAGEMENT 5  

)S(;;k]eÁÑÅh;Ïà\Ö—;ÖŒê;Å¬à;Å⁄•;J^;;I;ÍÑ]qi’\;äŸ]£\;Àë÷’;ÏÁáË÷qz›ˆ\;Ï∆÷’]d;ÎÑ\Äˆ\ 

ÏÁÑ]qi’\;ÏŸÅŒi∏\;ÍÄÖ“’\ 

  
 

Question (1) choose from (A) and (B): 

 A  B A B 
1- accurate forecasts AH ÏËqËh\2à\;k\ıefih   ;
2- acceptance BH ÎÔ] —;   ;

3- effective CH ƒÂÖçŸ   ;

4- strategic forecast DH ÏŒËÕÄ;k\ıefih;   ;

5- enterprise EH ÿÊeŒ’\;   ;

Questions 3: Do as shown: 
1- Determine current strengths and weakness is the main steps of (strategic 

plan – planning). ;‹Ê÷dÄMKLP  

2- …………….helps in making provision for future contingencies. ;;‹Ê÷dÄMKLPH
MKLQ 

3- (Leading – Planning) helps to reveal future opportunities and threats. ;‹Ê÷dÄ
MKLL 

4- Planning is a function of all ……………………... ;;‹Ê÷dÄMKKQ  
5- Planning is a function of all Subordinates  (√) (X) ;;‹Ê÷dÄMKLR  
6- Managerial planning embraces objectives, ……………….., policies, 

procedures, rules and budgets. ;;‹Ê÷dÄMKKQ  
Questions 3: Mention the principle of effective planning. (5 only) ;‹Ê÷dÄ MKLO/MKLR  

1- ………………………………………………………………………….         
2- ……………………………………………………………………….         
3- ………………………………………………………………………….         
4- …………………………………………………………………………. 
5- …………………………………………………………………………. 
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ÏÁÑ]qi’\;ÏŸÅŒi∏\;ÍÄÖ“’\ 

 
 

Question (1) Give the missing for the following: 

English Arabic 
effective performance ;

organizing ;

resources ;

 ÍÊÕ;◊“Ë· 

 È¡]⁄ip\;◊“Ë·;

Questions 3: A- Complete the following:    ; 
1- …………………. is a power structure designed to accomplish the 

company's goals    /۲۰۱٤د  
2- Organizations are classified on …..……….. and ……………..  ۲۰۰۲دبلوم  
3- ……………………..… is a social structure designed to meet personal 

needs ۲۰۰۸/۲۰۰۹/۲۰۱٤/ ۲۰۰۷د/  
B- make true (√) or false (X):      
1- Organizing is the first managerial function. / ۲۰۰٤/۲۰۰٦دبلوم   
2- Formal organization is based on delegated or vasted authority. 

۲۰۰٥/۲۰۱۱د/  
3- Formal organization is a social structure designed to meet personal needs. 

۲۰۰۹د/  
4- Organization means arranging the resources of the enterprise. ;ÄJMKLR  
C- choose between brackets:      
1-  (Formal – Informal) organization is based on earned authority. ;ÄJMKLQ  
2- (Organization – Directing) means arranging the resources of the 

enterprise. 
3- (Formal – Informal) organization is a social structure designed to meet 

personal needs. ;ÄJMKKS  
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ÏÁÑ]qi’\;ÏŸÅŒi∏\;ÍÄÖ“’\ 

Subject ……………………………………………………………………………………… 
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
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……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
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MANAGEMENT 5  

)LL(;;k]eÁÑÅh;Ïà\Ö—;ÖŒê;Å¬à;Å⁄•;J^;;I;ÍÑ]qi’\;äŸ]£\;Àë÷’;ÏÁáË÷qz›ˆ\;Ï∆÷’]d;ÎÑ\Äˆ\ 

ÏÁÑ]qi’\;ÏŸÅŒi∏\;ÍÄÖ“’\ 

 
 

Question (1) Give the missing for the following: 

English Arabic 
job description ;

chain of command ;

Departmentalize ;

 Ï�÷â’\;

 Ï⁄æfi∏\;Ï�ÁÖ|;

Questions 2: A- Complete the following:   
1. The organization chart show the chain of ………………..…….    ;‹Ê÷dÄ

MKKRJMKKSJMKLO  
2. Organization chart do not show ……….…….…….…… of communication.  

;‹Ê÷dÄMKKT  
3. ……………………………… is the number of subordinates reporting directly to 

the person ;÷dÄ;‹ÊMKLOJMKLP  
4. Organization charts (Show – don’t show) titles of each manager's job.  

;‹Ê÷dÄMKLR  
B- make true (√) or false (X):      
1. Organization charts Show titles of each manager's job.  ;‹Ê÷dÄMKKQ  
2. Organization charts show how closely employees are controlled. ;;‹Ê÷dÄMKKR  
3. The first step of organizing to determine what is to be done. ;;‹Ê÷dÄMKKT;;  
Questions 3:Mention the steps of the organizing process:    ;;‹Ê÷dÄMKKLJMKKMJMKLP;  

1- ……………………………………………………………………….. 
2- …………………………………………………………………….. 
3- …………………………………………………………………….. 
4- …………………………………………………………………….. 
5- …………………………………………………………………….. 
6- …………………………………………………………………….. 
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ÏÁÑ]qi’\;ÏŸÅŒi∏\;ÍÄÖ“’\ 

Subject ……………………………………………………………………………………… 
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
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……………………………………………………………………………………………………
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……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
………………………………………………………………………………………….……… 
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)LN(;;k]eÁÑÅh;Ïà\Ö—;ÖŒê;Å¬à;Å⁄•;J^;;I;ÍÑ]qi’\;äŸ]£\;Àë÷’;ÏÁáË÷qz›ˆ\;Ï∆÷’]d;ÎÑ\Äˆ\ 

ÏÁÑ]qi’\;ÏŸÅŒi∏\;ÍÄÖ“’\ 

 
 

Question (1) Give the missing for the following: 

English Arabic 
unity of action ;

techniques  

unexpected problems  

 œËâfii’\;

 Å¡\ÊÕ;

Questions 2: Complete the following:   
1- …………………… is the process of grouping activities into units and sub 

units for purposes of administration.  ;‹Ê÷dÄMKKMJMKKOJMKKQJMKLR  
2- Coordination is the process of ………………. Units of action among 

interdependent activities. ;‹Ê÷dÄMKKRJMKLR  
3- ……………………. Is the process of achieving units of action among 

interdependent activities.  ;‹Ê÷dÄMKLQ  

4- ………………………..: means arranging the ………………. of the 
enterprise. In such a way that its ……………………. systematically 
contribute to the enterprise's goals.  ‹Ê÷dÄMKKL;JMKKNJMKKPJMKKSJMKLLJMKLP    

Questions 3: Mention the Patterns of departmentation:     
1- …………………………………..     
2- ………………………………….. 
3- ………………………………….. 
4- ………………………………….. 
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)LO(;;k]eÁÑÅh;Ïà\Ö—;ÖŒê;Å¬à;Å⁄•;J^;;I;ÍÑ]qi’\;äŸ]£\;Àë÷’;ÏÁáË÷qz›ˆ\;Ï∆÷’]d;ÎÑ\Äˆ\ 

ÏÁÑ]qi’\;ÏŸÅŒi∏\;ÍÄÖ“’\ 

Subject ……………………………………………………………………………………… 
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
……………………………………………………………………………………………………
………………………………………………………………………………………….……… 
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)LP(;;k]eÁÑÅh;Ïà\Ö—;ÖŒê;Å¬à;Å⁄•;J^;;I;ÍÑ]qi’\;äŸ]£\;Àë÷’;ÏÁáË÷qz›ˆ\;Ï∆÷’]d;ÎÑ\Äˆ\ 

ÏÁÑ]qi’\;ÏŸÅŒi∏\;ÍÄÖ“’\ 

 
 

Question (1) Give the missing for the following: 

English Arabic 
Delegating authority ;

Sources of Authority  

Elements    

 Ï�÷â’\;

 ÏË’ÊÒâ∏\;

Questions 2: Complete the following:   
1- …………………….… is essential to ……….………….. managerial functions. ;;‹Ê÷dÄ

MKKOJMKKQJMKKRJMKLQ;;  
2- …………………………… is referred to the obligation to perform a task or as 

the task itself. ;;‹Ê÷dÄMKLQ  

3- Responsibility is commensurate with ………………………….  ;‹Ê÷dÄMKLP  
4- ……………………….. is the process of entrusting part of the work by superior 

to his subordinates.   ;‹Ê÷dÄMKKR;  
5- ……………………….. cannot be delegated or transferred; It is only 

………………………. which can delegated.   ;‹Ê÷dÄMKLLJMKLO  
 

Questions 3: Mention Sources of Authority:     
1. …………………………………………………….. 
2. …………………………………………………….. 
3. …………………………………………………….. 
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)LQ(;;k]eÁÑÅh;Ïà\Ö—;ÖŒê;Å¬à;Å⁄•;J^;;I;ÍÑ]qi’\;äŸ]£\;Àë÷’;ÏÁáË÷qz›ˆ\;Ï∆÷’]d;ÎÑ\Äˆ\ 

ÏÁÑ]qi’\;ÏŸÅŒi∏\;ÍÄÖ“’\ 

 
 

Question (1) Give the missing for the following: 

English Arabic 
motivation ;

Advisory  

co-operation  

 ÏÁá—ÖŸ;ˆ;

 ‡]q÷’\;

Questions 2: Complete the following:   
1- Committee …………….…………….. better understand among the different 

departmental heads.   ‹Ê÷dÄ;MKKT  
2- ………………………… means authority is delegated to the levels where the 

work is to be performed. 
3- Complete ………………………….. is possible only a one-man enterprise. 
4- Kind of committees:  

1- …………………..…… committee. 
    2- …………………………… committee. 

 (Advisory - Decentralization – Executives – centralization - promotes) 
Questions 3: what are the benefits of committees?:  ‹Ê÷dÄ;MKKRJMKLLJMKLR;;;;;;;;;  
1- ………………………………………………………………………… 

2- ………………………………………………………………………… 

3- ………………………………………………………………………… 

4- ………………………………………………………………………… 

5- ……………………………………………………………………… 
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)LR(;;k]eÁÑÅh;Ïà\Ö—;ÖŒê;Å¬à;Å⁄•;J^;;I;ÍÑ]qi’\;äŸ]£\;Àë÷’;ÏÁáË÷qz›ˆ\;Ï∆÷’]d;ÎÑ\Äˆ\ 

ÏÁÑ]qi’\;ÏŸÅŒi∏\;ÍÄÖ“’\ 

 
 

Question (1) Give the missing for the following: 

English Arabic 
human factor ;

principles  

harmony  

 „ËpÊi’\;

 ÎÄ]ËŒ’\;

Questions 2: A- Complete the following:   
1- ………………….……… and ……….…………..: are the interpersonal aspects of 

managing directly to the manager.  ;‹Ê÷dÄMKLP  
2- The principles of ………….……….……. Is a directing and leading, as well as an 

organizing principle. 
3- The principle of unity of command is a …………………….….. and leading, as 

well as an organizing principle.  ;‹Ê÷dÄMKKOJMKLR  
4- Directing and leading is ………………..……. function ;‹Ê÷dÄMKKL;JMKLLJMKLO;JMKLP;;J

MKLQ 
5- Directing and leading are the interpersonal aspects of managing. (√)  (X)  

;‹Ê÷dÄMKLR  

B - Match the terms from (A) & (B) 
(A) (B) 

1. planning A – means arranging the resources of enterprise. 
2. organizing B – are the interpersonal aspect of managing 

directly to the manager. 
3. Directing & leading C – means to think before acting. 
1 -                         2 -                     3 -     
Questions 3: ;‹Ê÷dÄMKKP  
Mention the Important principles of directing:  

1- ……………………………………………………………………. 
2- ……………………………………………………………………. 
3- ……………………………………………………………………. 
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Question (1) Give the missing for the following: 

English Arabic 
willingness ;

reward  

communication  

 ÏËh\É’\;Ïp]¢\;

 k\É’\;œËŒü;∞\;Ïp]¢\;

Questions 2: A- Complete the following:   
1- ……………………………………. is the process of passing information and 

understanding from one person to another.  ;‹Ê÷dÄMKKLJMKKP;JMKKRJMKLR;;  
2- ……………………………. is a willingness to expand energy to achieve a goal or 

a reward. ;;;‹Ê÷dÄMKLQ;  

3- …………………………………. is a function of [superior] ;‹Ê÷dÄMKKM;JMKLP  
4- Fulfillment needs includes needs for Self- esteem, self-confidence, 

independence.      (√)   (X) ;;‹Ê÷dÄMKLR  

B - Match the terms from (A) & (B) 
(A) (B) 

1 - Safety or 
security needs 

1 - include food, water, shelter, clothing, etc. ‹Ê÷dÄ;MKLL;
JMKLO      

2 - Physical need 2 - include protection against danger, threat and 
deprivation  .‹Ê÷dÄ;MKLL     

3 - Self- 
actualization 

3 - include love and affection, friendship, sociability. ;;‹Ê÷dÄ
MKKPJMKKQ;JMKLL;;;;;  

4 - Social needs 4 - include needs for self-team, self-confidence, 
independence,.etc. ;;‹Ê÷dÄMKKQJMKLLJMKLQ  

5 - Ego need 5 - Include needs for realizing one's own 
potentialities. ;‹Ê÷dÄMKLL;;;;;  

1 -               2 -               3 -           4-            5-       
Questions 3: Mention the needs of human beings. ;‹Ê÷dÄMKLR    
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Question (1) Give the missing for the following: 

English Arabic 
Leading ;

common goals  

staffing  

 Ø¬d]h;

 kˆ]—Â;

Questions 2: A- Complete the following:   
1- ……………. the task of getting other people to follow you.   ۲۰۰٥دبلوم  
2- Leading is an activity on the part of managers to get something done by 

others.۲۰۱۱  
3- Leadership involves guiding and ………………….... the members of the 

group. 
4- Leading is another important tool of ………………… ۲۰۰٤دبلوم    
5- …………….. involves guiding and directing the members of the group. 

;‹Ê÷dÄMKKL;JMKKN;JMKKR;;JMKKS;J  
 

 
Questions 3: Do as shown between bracktes:   
1-  (Leading – Organizing) is an activity on the part of managers to get 

something done by others. 
2- Directing and leading are (easy – difficult) function. 
3- Leadership is a dynamic and continuing process.  ;‹Ê÷dÄMKLO/ (√) or (X):      
4- (Control –Leadership) is a dynamic and continuing process.  ;‹Ê÷dÄMKLR       
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Question (1) Give the missing for the following: 

English Arabic 
measuring performance ;

corrective action  

setting a target  

 3Á]¬∏\;Ï¡ÊîÊ∏\;

 Ô\Ä¯\;ÈŒËŒ¢\;

Questions 2: Complete the following:   
1. Controlling function involves setting a target, measuring 

………………………., and taking corrective action.  ;‹Ê÷dÄMKKLJMKKOJMKLP  
2. ……………………….…:  is the task of ensuring that activates are 

providing the desired results. ;‹Ê÷dÄMKKM;JMKKN;JMKKPJMKKQJMKKR;JMKKS;JMKKT;;JMKLO;;;J  
3. ………………… merges into and overlaps with other functions of 

management. ;‹Ê÷dÄMKLP  
4. Control begins with ………………...  Ä;‹Ê÷dMKKNJMKKO  
5. ………. exercised at all levels of management.  ;‹Ê÷dÄMKKM;;JMKKN;JMKKP;JMKKRJMKKT;  
6. Control is a ……………….. process. ;‹Ê÷dÄMKLO  
 
Questions 3: make true (√) or false (X):      
1. Control involves only setting a target and measuring performance. 
2. Control not exercised at levels of management. 
3. Control begins with the planning. 
4. Control is exercised at the top level only of management.  
5. Control process Establishment of standards or objectives.  ;‹Ê÷dÄMKKL  
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Question (1) Give the missing for the following: 

English Arabic 
Requirement ;

flexible  

reducing cost  

 ‡ÖŸ;

 ÀË’]“i’\;ÏeÕ\ÖŸ;

Questions 2: Do as shown :   
1- (Cost accounting – Cost control) is concerned with cost finding for a 

product or process. ;;‹Ê÷dÄMKLQJMKLR  
2- (Social – Ego) needs includes needs for self-teem, self-confidence. 
3- Control should be lead to corrective action. ;‹Ê÷dÄMKLLJMKLQJ (√) or (X):      
4- Control should be flexible.  ;‹Ê÷dÄMKKM;JMKLOJMKLQ   (√) or (X):      
5- ………………………. should be economical. ;‹Ê÷dÄMKKMJ  

Questions 3: Mention requirement of an effective control system? ;‹Ê÷dÄ
MKLOJMKLQJ;   

1- ………………………………………………… 

2- ………………………………………………… 

3- ……………………………………………… 

4- ……………………………………………… 

5- ……………………………………………… 

6- ……………………………………………… 

7- ……………………………………………… 
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Question (1) Give the missing for the following: 

English Arabic 
promotion ;

Financing  

satisfy the needs  

 ÏË›]â›\;k]ÕÖ¡;

 ÈŒÁÊâi’\;rÁá∏\;

Questions 2: Do as shown :   
1- (Controlling – marketing) activities include the need for the business to 

find out what the market want. ;;‹Ê÷dÄMKLL  
2- Organizations have many functions that must be done in order to achieve 

its main goals efficiently and effectively.  ;‹Ê÷dÄMKKT  (√) or (X):  
3- ………... function Include all activities of a business undertakes in order to 

satisfy the needs of the customer.  ;‹Ê÷dÄMKKLJMKKM;JMKKN;JMKKO;;JMKKR;JMKLO   
4- Marketing Mix includes [4P's] are product, promotion, price, and place. 

;‹Ê÷dÄMKLPJMKLR  (√) or (X):      
 
Questions 3: 
 Mark true (√) or false (X) for each sentences: 

1- Planning helps in making provision for future contingencies.  
2- Formal organization is based on delegated or vasted authority. 
3- Control should not lead to corrective action. 
4- Directing and leading is an easy function. 
5- Organizing means arranging the resources of the entrprise. 
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Question (1) Give the missing for the following: 

English Arabic 
customers ;

weaknesses  

internal audit  

 s]i›ˆ\;Ï ËΩÂ;

 ÏËŒÁÊâh;Ï�ç›^;

 
Questions 2: Do as shown :   
1-  …………………………….The need for the business to find out what the 

market wants.  ‹Ê÷dÄ MKKR;JMKLL /  
2- ……………. Concentrate on existing product.  ;‹Ê÷dÄMKLLJMKLPJMKLQ    
3- ………………. Concentrate on strengths, weakness, opportunities and 

threats (SWOT analysis) .  ;‹Ê÷dÄMKLPJ   
4- ……………………… Is the part of business activity which converts raw 

materials, components and finished goods into new goods and services.  
;‹Ê÷dÄMKKPJMKKR;JMKLL;JMKLO  

5- ……………….. function is that part of business which converts raw 
material into new goods.  ;‹Ê÷dÄMKLR  

A- Choose the right words from brackets: 
1. (Leading – Planning) helps to reveal future opportunities and threats. ;‹Ê÷dÄ

MKLR 
2. (Production – Financing) function is that part of business which converts 

raw material into new goods. ;;‹Ê÷dÄMKLL  
3. (Authority – Responsibility) cannot be delegated or transferred. ;;‹Ê÷dÄMKLR  
4. (Controlling – marketing) activities include the need for the business to 

find out what the market want. 
5. (Leading – Organizing) is an activity on the part of managers to get 

something done by others. 
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1. Question (1) Give the missing for the following: 

English Arabic 
Analytic methods   ;

Synthetic methods  

equipment  

 ◊ÁÊ⁄i’\;Ï ËΩÂ;

 –] ›^;

Questions 2:  A – Complete  :   
-  The function of ……………..………… describes the sources of finance 

available to a business. ;‹Ê÷dÄMKKS  
- (marketing- production) activities include coordinating between 

production and distribution of product. ;;‹Ê÷dÄMKLP  
B- Mark true (√) or false (X) for each sentences: ;;‹Ê÷dÄMKKS  
1. Coordination is the process of achieving unity of action among 

interdependent activities. ;;‹Ê÷dÄMKLR  
2. A budget as a plan is a statement of expected results. 
3. Formal organization is based on earned or accepted authority. 
4. Planning involves in advance what is to be done. 
5. Directing is the task of ensuring that activities are providing the desired 

results. 
Questions 3: Mention (Five only) of the factors that affect production 
activity. ;;‹Ê÷dÄMKKQ  

1- ……………………………………… 
2- ……………………………………… 
3- ……………………………………… 
4- ……………………………………… 
5- ……………………………………… 
6- ……………………………………… 
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Question (1) Give the missing for the following: 

English Arabic 
Motion study ;

Mental revolution  

Improvement  

 ÏË⁄÷¬’\;ÎÑ\Äˆ\;

 ÅÁÅü;ª|;3à;k]Ë÷⁄¬’\;

Questions 2:  A – Complete   
1- …………….. study should be conducted before making motion and time 

studies.  ;‹Ê÷dÄMKKR;JMKKTJ  
2-  ………………………………….. is prepared indicating the exact route 

for each task. 
3-  ………………………is an examination of methods and movements of 

the operation.  ;‹Ê÷dÄMKKMJMKKNJMKLO;JMKLQ  
4- ……………………………………Is the art of knowing exactly what to be 

done and the best way of doing it.  ;‹Ê÷dÄMKKN;;JMKKOJMKKQ;;JMKKSJMKLP;  ; 
 
 
Questions 3: 
 Mention (Five only) of elements of scientific management:  ;‹Ê÷dÄ

MKKOJMKKQJMKKT;;;;J  
1- …………………………………………………….. 
2- …………………………………………………….. 
3- …………………………………………………….. 
4- …………………………………………………….. 
5- …………………………………………………….. 
6- …………………………………………………….. 
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7-  
8-  

Question (1) Give the missing for the following: 

English Arabic 
Time study ;

Fatigue study  

Rate setting  

 fh]—;ª|;3à;k]Ë÷⁄¬’\;

 äËÑ;Ï¡Ê⁄§;

Questions 2:  Make good sentences fro (A) and (B):  MKKM;‹Ê÷dÄ 
(A) (B) 

1- Control is the task of ensuring 1- Determines the standard time for each task 
2- Control is exercised 2- Of methods and movements of the operation 

in determination. 
3- Improvement in methods of 

work. 
2- At all levels of management of the task 

4- Motion study is an examination 3- That activities are providing the desired 
results. 

5- Time study leads to 3- From elements of scientific management. 
1 -              2-           3-               4-                  5-     
Questions 3:   
Fill in the spaces using the following words:  ۲۰۰۳ دبلوم 
U{management – employer – money – movement – department} 

1- ……………...is a resource and it obeys market forces, it is borrowed and 
lent. 

2- Scientific …………..….. is the art of knowing exactly what is to be done 
and the best way of doing it. 

3- Motion study is an examination of methods and …….…….. of the 
operation. 

4- The central personal ………………….. has to take the responsibility for 
selecting the workers. 

5- The scientific management has developed a healthily Co-operation between 
the worker and the ……………………. 
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1-  
2-  

Question (1) Give the missing for the following: 

English Arabic 
Command ;

Division of work  

Equity  

 sÑÅh;Ï�÷â’\;;;

 ÎÅtÂ;„ËpÊi’\;

Questions 2:  Complete :   
1- …………………..is the principle of specialization through which higher 

norms of efficiency and standardization are attained.   ;‹Ê÷dÄMKKO  
2- The principles of ………………….. Is a directing and leading, as well as 

an organizing principle.  ;‹Ê÷dÄMKKMJMKKO;JMKLQ  
3- ……………………………. provides security.  ;‹Ê÷dÄMKKP  
4- (Motion study – Method study) should be conducted before making 

motion and time studies. ;;‹Ê÷dÄMKLR  
 

 
 
Questions 3:   
Mention five elements Fayol saw management as a scientific. 
1- ………………………………………………………. 
2- ………………………………………………………. 
3- ………………………………………………………. 
4- ………………………………………………………. 
5- ………………………………………………………. 
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1-  
2-  

Question (1) Give the missing for the following: 

English Arabic 
Objections ;

healthy co-operation  

aptitude  

 fà]“Ÿ;

 ÑÊp^;

Questions 2:  Complete :   
1- The ……………………………… has developed a healthy co-operation between 

the workers and employer.   ;‹Ê÷dÄMKKN;  
2- Objections to Scientific Management:  ;  ;‹Ê÷dÄMKKP  

1- ……………………………………….. 
2- ………………………………………….. 

 
Questions 2:  choosing the right answer: 
1. (Figure study – Motion study) under this study it will be found out how 

long a period of rest should be. 
2. (Objectives – Policies) are the ends toward which activity is aimed. 
3. (Formal – Informal) organization is a social structure designed to meet 

personal needs. 
4. (Supervision – Motivation) means to observe the work performance of 

the operating people. 
5. (Organizing – Directing) means arranging the resources of enterprise. 
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ARAB REPUBLIC OF EGYPT 
MINISTRY OF EDUCATION & TECHNICAL EDUCATION 

Advanced Technical Studies of commerce Diploma Examination (5-year course) 
(For: Management and Secretarial) First Session. 2016 

Management                                               Time: 2.5 Hours 
›ˆ\;Ï∆÷’]d;ÎÑ\Äbz;Ìfi…;;;ÏÁáË÷q;ÿÂ¯\;ÑÂÅ’\;;;;;ÏÁÑ]hÖ“à;Â;ÎÑ\Äb;U;ÍÑ]ûMKLQ;

Answer the following questions: 
Question {1}                                                   {10Marks} 

A- Translate into English ( five only)  of the following: 
;rŸ\Öd–;;œËâfih–;;ìÖ…–;;Ã\Öåb–;;;Ï›ÂÖ∏\–;rÁÂ2’\  

 
 

B- Match the terms from (A) & (B) 
(A) (B) 

1. Safety needs ;^H;;;€Ëæfii’\;Ï�ÁÖ|;
2. Accurate forecasts ;gH;;;ÎÖå]eŸ;Ïd]ÕÑ;
3. Organization chart ;zpH;;ÏŒËÕÄ;k\ÖÁÅŒh;
4. Scalar chain ;ÄH;;;;flŸ¯\;k]p]t;
5. Direct control ;z·H;;Ï�÷â’\;sÑÅh;

Question {2}                                          {10Marks} 
A- Mark true (√) or false (X) for each sentences: 

1. Objectives means to think before acting. 
2. Supervision is exercised at all levels of management. 
3. Selling concentrate on the customer and on existing products. 
4. Control should lead to corrective action. ;‹Ê÷dÄMKLR  
5. Directing and leading is difficult action. 

B- What are the different aspects of function of directing? (5only) 
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Question {3}                                                     {10Marks} 
Choose the correct words from brackets. 

4- (Social – Ego) needs includes needs for self-teem, self-confidence. 
5- (Cost accounting – Cost control) is concerned with cost finding for a 

product or process. 
6- (Formal – Informal) organization is based on earned authority. 
7- (Organization – Directing) means arranging the resources of the 

enterprise. 
8- (Motion study – Method study) is an examination of methods and 

movement of the operation. 
 
Question {4}          {10Marks} 
A- Match the terms from (A) & (B) 

(A) (B) 
1. Authority A – is frequently referred to the obligation to 

perform a task. 
2. Responsibility B – is a willingness to expand energy to 

achieve a goal or reward.. 
3. Objectives C – is essential to discharge managerial 

functions. 
4. Motivation D – should be flexible. 
5. Control E – are the ends toward which activity is 

aimed. 
B- Mention steps are necessary for effective managerial planning? 

 
 
  

Question {5}          {10Marks} 
A- Fill in the spaces with the words from the list: 

Job descriptions – supervision – unity of command – coordination – 
planning 

1- …………….helps in making provision for future contingencies. 
2- ………………. Is the process of achieving units of action among 

interdependent activities. ;;‹Ê÷dÄMKLR  
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3- The principles of …………. Is a directing and leading, as well as an 
organizing principle. ;‹Ê÷dÄMKLR  

4- The organization chart don't show ………….. or specific day to day duties 
and responsibilities. 

5- The top management …………….. the work of middle management. 
B- Mention requirement of an effective control system?  

Ï÷Òà¯\;j‚i›b 
;
;

Chapter (1);
;

Managerial Functions  الوظائف الاداریة 
English Arabic 

Planning ªË�}i’\;Ï ËΩÂ 
Plans ª�|;

Planner ª�}∏\ 
Coordinated effort ÏŒâfiŸ;ÄÊ‚p;

Marketing department œÁÊâi’\;ÎÑ\Ä\;

Total market È÷“’\;–Êâ’\;

Unifying framework ◊⁄¬÷’;ÅtÊŸ;;Ñ]ö\;

Subordinates ØàÂÙÖ∏\;

Competitors Øâ…]fi∏\;

Forecasts k\ıefih;

Strategic planning ◊p¯\;◊ÁÊö;ªË�}i’\;

Directing „ËpÊi’\;

Controlling Ïd]ÕÖ’\;

Procedures k\Ô\Öp\;

Mental work È÷Œ¡;◊⁄¡;

Results r]i›;

Decision making Ñ\ÖŒ’\;Ç]†\;

Invested capital Ö⁄miâ∏\;ÿ]∏\;ã\Ñ;

Competitive environment ÏËâ…]fih;ÏÒËd;

Forecast preparers k\ıefii’]d;Ø⁄]Œ’\;
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Chapter (2) 
The Organization Function 

English Arabic 
Formal organization ÏË4Ñ;k]⁄Ëæfih 
Informal organization ÏË4Ñ;3≈;k]⁄Ëæfih 
Centralization ÏÁá—Ö∏\ 
Decentralization ÏÁá—ÖŸ˜’\ 
Delegating authority Ï�÷â’\;óÁÊ h;
Vice president äËÖ’\;f]›;
Departmentation by function À]ΩÊ’\;fât;ÍÑ\Äˆ\;€ËâŒi’\;
Control system Ïd]ÕÖ’\;‹]æ›;
Forman ;øt˜Ÿ–;ÿ]⁄¡;3e—;
Supervisor ÃÖçŸ;
Job description Ï ËΩÊ’\;ÀêÂ;
Coordination œËâfii’\;
Subordinates ØâàÂÙÖ∏\;
Delegating authority Ï�÷â’\;óÁÊ h;
Organization chart C€Ëæfii’\D;Ï⁄æfi∏\;Ï�ÁÖ|;
Span of control Ïd]ÕÖ’\;–]�›;
Control system Ïd]ÕÖ’\;‹]æ›;
Managerial hierarchy È ËΩÊ’\;sÑÅi’\;
Chief executives ‹]¬’\;ÖÁÅ∏\;
Senior executive ;3e—ØÁÉË fii’\;Ø›Â]¬∏\;

Chapter (3);;;;;The Directing Function 

English Arabic 
Man power Ï÷Ÿ]¡;ÍÅÁ^ 
Instruction k]⁄Ë÷¬h 
Military organization ÏÁÖ“â¡;k]⁄æfiŸ 
Delegating authority Ï�÷â’\;óÁÊ h 
Social needs ÏË¡]⁄ipˆ\;k]p]¢\;
Channels communication ;k\ÊfiÕÿ]ëhˆ\;
Supervision Ø…ÖçŸ;
Productivity ÏËp]i›ˆ\;
Directing „ËpÊi’\;
Leading ÎÄ]ËŒ’\;
Orientation ;„ËpÊh–;ÏÒË‚h;
Supervision Ã\Öåˆ\;
Motivation áË ui’\;
Leader Å]Õ;
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)NO(;;k]eÁÑÅh;Ïà\Ö—;ÖŒê;Å¬à;Å⁄•;J^;;I;ÍÑ]qi’\;äŸ]£\;Àë÷’;ÏÁáË÷qz›ˆ\;Ï∆÷’]d;ÎÑ\Äˆ\ 

ÏÁÑ]qi’\;ÏŸÅŒi∏\;ÍÄÖ“’\ 

Environment ÏÒËd;
Unity of command ÖŸ¯\;ÎÅtÂ;
Scalar chain Ï�÷â’\;sÑÅh;
Personal department Ä\Ö…¯\;ÎÑ\Ä\;
Physical conditions ÏÁÄ]∏\;ÿ\Êt¯\;
Mutual benefit Ï—2ç∏\;Ï¬ fi∏\;

Chapter (4);;;;The Control Function 

Chapter (5) 
The Organizations Functions À]ΩÂ;;Ï⁄æfi∏\  ; 

English Arabic 
Financing function ◊ÁÊ⁄i’\;Ï ËΩÂ 
Marketing function œÁÊâi’\;Ï ËΩÂ 
Human relations ÏË›]â›\;k]Õ˜¡ 
Promotion rÁÂ2’\ 
Final customer È]‚fi’\;”÷‚iâ∏\;
Internal audit ÏË÷|\Ä;Ï¬p\ÖŸ;
Asset structure ÿÊê¯\;◊“Ë·;

English Arabic 
Control function Ïd]ÕÖ’\;Ï ËΩÂ 
Appraising performance Ô\Ä¯\;€ËËŒh 
Corrective action ÈuËuëh;Ô\Öp\ 
Organization structure È⁄Ëæfih;◊“Ë· 
Feed forward control ÏŒd]à;Ïd]ÕÑ;
Feedback control ÏŒtˆ;Ïd]ÕÑ;
Managerial plans ÏÁÑ\Ä\;ª�|;
Budgetary control Ï›Ü\Ê∏\;Ï�à\Êd;Ïd]ÕÖ’\;
Managerial control ÏÁÑ\Ä\;Ïd]ÕÑ;
Potential deviations Ï÷⁄i•;k]…\Ö®\;
Effective control Ï’]¬…;Ïd]ÕÑ;
Cost control ÀË’]“i’\;ÏeÕ\ÖŸ;
Cost accounting ÀË’]“i’\;Ïeà]•;
Control techniques Ïd]ÕÖ’\;fË’]à^;
Production plan s]i›ˆ\;Ï�|;
Training program fÁÑÅi’\;;rŸ]›Öd;
Navigation charts ÏËt˜∏\;ª\Ö£\;
Key workers ØËà]àˆ\;Ø÷Ÿ]¬’\;
Delegation of authority Ï�÷â’\;óÁÊ h;
Stockholders' earning Ø⁄·]â∏\;{]dÑ^;
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National wealth ÏËŸÊÕ;ÎÂÖl;
Capital equipment ÏË’]4^Ñ;k\Å¬Ÿ;
Tax concessions ÏËeÁÖî;k\Ü]ËiŸ\;
Organization's functions Ï⁄æfi∏\;À]ΩÂ;
Production function s]i›ˆ\;Ï ËΩÂ;
Marketing mix ÈŒÁÊâi’\;rÁá∏\;
Target market Ï…Å‚iâ∏\;–Êâ’\;
Improvements k]fiËâü;
Senior management ]Ë÷¬’\;ÎÑ\Äˆ\;
Profitability ÏËúÖ’\;
Analytic methods ÏË÷Ë÷ü;–Öö;
Synthetic methods È¡]fië’\;fË—2’\;–Öö;
Interest rate ;ÿÅ¬ŸÎÅ] ’\;

Chapter (6);;;;;;Scientific Management  ;ÏË⁄÷¬’\;ÎÑ\Äˆ\  

English Arabic 
Scientific management ÏË⁄÷¬’\;ÎÑ\Äˆ\ 
Motion study ◊⁄¬’\;–Öö;Ïà\ÑÄ 
Time study ÍÑ]Ë¬∏\;jÕÊ’\ 
Scientific investigation Ì⁄÷¡;íu… 
Rest periods Ït\Ö’\;k\2…;
Working hours ◊⁄¬’\;k]¡]à;
Piece-wages system Ï¬�Œ’]d;Öp¯\;‹]æ›;
Work environment ◊⁄¬’\;ÏÒËd;
Financial management ÏË’]∏\;ÎÑ\Äˆ\;
Scalar chain Ï�÷â’\;sÑÅh;
Sprit de corps œÁÖ ’\;{ÂÑ;
Collective bargaining ÏË¡]µ;CÏŸÂ]âŸD;ÏîÂ] Ÿ;
Methods of work ◊⁄¬’\;–Öö;
Mental revolution ÏË÷Œ¡;ÎÑÊl;
Fatigue study Ä]‚pˆ\;Ïà\ÑÄ;
Motion study Ï—Ö¢\;Ïà\ÑÄ;
Working hours ◊⁄¬’\;k]¡]à;
Stipulated period ]‚Ë÷¡;œ iŸ;Î2…;
Financial management ÏË’]∏\;ÎÑ\Äˆ\;
Unity of command ÖŸ¯\;ÎÅtÂ;
Capital investment ÏË’]4\Ñ;k\Ñ]⁄mià\;
Extra wages ÏË…]î\;ÑÊp^;
Team work ◊⁄¬’\;œÁÖ…;
Cheaper price í|Ñ^;Ö¬à;
 

 



 
MANAGEMENT 5  
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ÏÁÑ]qi’\;ÏŸÅŒi∏\;ÍÄÖ“’\ 

 

U;\Ê‚ei›\;k]e’]�’\;Â;Ïe÷�’\;È]fid^ 
;€ÕÑ;€Ë÷¬i’\;‡Ê›]ÕLNT;;Ïfiâ’LTSL;‹ 

;ÎÄ]ŸMO;U;ÜÊ™;f’]�÷’;fà\Ö’\;‡^;ÅË¬Á;Ïà\ÑÅ’\;ÎÖŸ;ÎÅt\Â;∫;Àë’\;I 
;ÎÄ]ŸMP;;U 

ÜÊ™;◊ë…;f’]�’\;flŸ;ÏàÑÅ∏\;\Çb;;3∆d;fË∆hÑÉ¡;„÷eŒh;Ïfi°;ÎÑ\Äb;ÏàÑÅ∏\;ÿ˜|;Ïfiâ’\;ÏËà\ÑÅ’\;ÎÅŸ;ÅÁáh;Ì÷¡;
Ïâ∑;]ŸÊÁ;Öç¡;Ï÷ëiŸ;Â^;]ŸÊÁ;‡Êl˜l;Ï÷ë fiŸ;;G1i¬ÁÂ;;fË∆i’\;∫;Í^;jÕÂ;Ô]fil^;;Èà\ÑÅ’\;‹ÊË’\;;fl¡;]eË∆h;

„÷⁄—_d;‹ÊË’\;I; 
ÜÊ™ˆÂ;ÎÄ]¡b;ÅËŒ’\;Öm—^;flŸ;ÎÖŸ;ÎÅt\Â;∫;k\Ç;Ïfiâ’\;GÏËà\ÑÅ’\;Öm—^Â;flŸ;ØhÖŸ;∫;Ï÷tÖ∏\;]‚÷—;;;;I 
º2çÁÂ;ÿÊ|Å’;f’]�’\;‡]uiŸˆ\;;‰ÑÊïtSP;;@Ì÷¡;◊Õ¯\;flŸ;ÄÅ¡;‹]Á^;Ïà\ÑÅ’\I 

;ÎÄ]ŸNR;U;; 
�Áº2ç;ÿÊ|Å’;k]›]uiŸ\;◊Œfi’\;k]›]uiŸˆ\Â;ÏŸ]¬’\;ˆ^;◊Œh;Ïeâ›;ÑÊït;f’]�’\;;fl¡RP;;@flŸ;ƒÊ⁄§;ãÂÑÅ’\;

ÎÑÖŒ∏\;ÑÅi÷’Ák]e;ÏË�fi‚∏\;ÃÖëd;Öæfi’\;fl¡;feà;g]Ë�∆’\I 
ÎÄ]Ÿ;;;OOD;UCä⁄£\;k\Êfiâ’\;‹]æfid;ì]| 

;;‡_å;Ì…;œe�Á;ãÑ\Å∏\;ÏË�fi ’\;‹]æ›;k\Êfiâ’\;ä⁄£\;€“t;ÎÄ]∏\;;DMPC;;fl¡;fË∆i’]d;œ÷¬iÁ;]⁄Ë…;‡Ê›]Œ’\;\É·;flŸ
D;ÎÄ]∏\;;€“t;Â;I;Ïà\ÑÅ’\NR;‡_å;Ì…;;;C;Ïeâ›;ÑÊï¢\I 

;;ÎÄ]ŸOP;D;UCä⁄£\;k\Êfiâ’\;‹]æfid;ì]| 
;ÜÊ™;f’]�÷’;‡^;ÅË¬Á;Ïà\ÑÅ’\;ÎÖŸ;ÎÅt\Â;∫;Àë’\;]±Â;ÜÂ]™ˆ;o˜l;k\ÖŸ;∫;Ï÷tÖ∏\;I]‚÷— 

 

 


