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Unit Description in detail Weighting (%)

1 National and Scope of M anagement 25 %
Meaning of Management — Significance & Objective bfanagement
Management as a process and Management as a Rmofédanagement V/$
Administration — Levels of Management

2 Planning 25%
Meaning — Definition — Nature of Planning — Impoxta of Planning —+
Planning Premises, Constraints in Planning — PlanRrocess — Types of Plans

3 Organising 25 %
Definition — Process — Principles — Types of Deaparits — Meaning of
Delegation — Need, advantages and disadvantageslegation — Meaning of
Centralisation & Decentralisation — Advantages abdsadvantages af
Decentralisation — Forms of organisation : (Lineg&risation Functional
Organisation & Line and Staff Organisation Only)

4 Directing 25 %

Motivation : Meaning, Importance of Motivation, Térvees of Motivation :
Maslow’s, Herzberg’s and McGregor's Theories — lagatlip : Meaning
Importance, Leadership Styles : Autocratic, Pastiive, Free Rein Styles
Paternalistic — Meaning Importance of Communicat®nnciples of Effective
Communication, Barriers of Effective CommunicatiolGommunication
Networks — Controlling and Importance of Controkf&ym, Controlling Proces|

[72)

Basic Text & Reference Books

» Business Organisation and Management by C.B.Gupta
» Principles and Practices of Management by L.M.Rfasa

» Modern Business Organisation and Management byS&eklekar and V.S.Sherlekar
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