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Question # 1

1.1. Management: it’s the process where an individual plan, organize and control other individuals to make sure they achieve the required task in a certain period of time and using a limited resource, the main purpose of this process is to convert the business input into an output either a service or a finished product.  

1.2. Levels of management:  
a. Top management: the people who decided the business goals to be achieved in a period of time using other people. also they can control the whole organization like (General managers, Managing Director, CEO).
b. Middle management: the head of departments in each organization, who gets instructions from the top management. they use their own strategies to make sure their teams can achieve the required goals. 
c. Low management: represented by the supervisors and Forman’s who deals directly with the workers and day to day operations. they are responsible about the finished product or services.   
 
1.3. Equity: one of the management principles which aims to encourage and motivate the staff to do their duties in a way that guaranties the goal achievement by dealing with them fairly and in a kind way.
Ex: allowing some of your staff to travel on business class and the others from the same level to travel on economy class while the company covers the travelling expenses considered as a miss behavior, your staff will not 
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feel comfortable because they don’t get the same rights compared to others, and this will affect the results of their job.   

1.4. Management functions: 
1. Planning: it’s one of the most important functions that reflects the vision of the management. putting the goals that should be achieved by doing the business, then use the available resources like (budget, time, team) in a frame of work. 
2. Organization: building the team and distribute the job on them and make sure they work toward the goal, and monitoring them to make sure they are on the right track. 
3. Commanding: it’s the way how the Managers communicate with the lower management level by giving them instructions on the way to achieve the goals. 
4. Coordinating: it’s the way that mangers connect the various departments together, which is after finishing each team their own task they should link with other teams from other departments to come up with a result.
5. Controlling: it’s when the management keeps the eye open on their teams work to make sure they are working upon the standards been put by the top management to drive the business. this functions are very important as some teams may waste a lot of time while they are working in the wrong direction, which will result in delaying the whole task achievement. 
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1.5. (a) . management as a discipline …. developed and grown through practice and research. 
(b) . management as a process …… series of inter related activities.
(c) . management as a group ……. team of managers.
(d) . management as a profusion …… code of conduct for professionals


1.6. (A) . TOP MANAGEMENT:  this position filed with the board of directors or chief executives like (managing director, general manager, chairman). the main function of the top management is to decide what are the objectives and goals to be achieved from doing the business and put the polices and regulations that controls and guide the middle and lower management team to reach the required goals. 
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Question # 2 

“Planning is looking forward and controlling is looking back “
Both planning & controlling are management functions and each one of them has its own characteristics and effects in the managerial process. No doubt that both of them are completing each other and considered as a big part of any successful manager duties.

Planning process always has a relation with future actions, as no one will plan after taking an action. It’s the first step in any project or business, as it reflects the vision that the top management has for the business which includes the goals behind doing the business and will be written in a formal way to be called the Business Plan. That’s why it’s called looking forward the future process.
Ex: one of the biggest trading companies in China who exports to over 102 countries worldwide decided to become a manufacturer outside China – where they have big markets - as considered as a natural development after doing 20 years of trading. So they started planning to build one of the state of the art factories in west Africa, this planning process represented by the feasibility study includes some elements like: 
1. Project budget 
2. Operational expenses 
3. Required time to finish the project.
4. Man power availability 
5. Machinery cost    
Then it comes to the TOP MANAGEMENT to decide to go ahead with the project or not. 
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Controlling is the process where the managers has to keep their eyes open on the operations of their teams to measure if they are functioning well or not in the way to achieve the required goals. The systemized organizations have usually their own work frame that controls the employee work to make sure that the work will meet the company slandered been put by the top management. This process is a looking back process because managers has to monitor their staff in the way they are doing the job after giving and distributing the job on the teams. 
Ex: black iris company decided to build a big mall as an investment but they don’t have construction experience but for them this project is 100% profitable, so after getting the drawings and the budget needed for the project they approved it, but at the same time they hired a consultant as a 3red party to control the contractor job and report if they are working upon the plan or not.

Both planning and controlling are necessary to guarantee the success of the managerial process but planning reflects the future vision as a look forward process, while controlling is a following up process of what had been planned for as look back process.  
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Question # 3: 
1. [bookmark: _GoBack]Hierarchy of management: it’s the sequence that connects the levels of management together (TOP, MIDDLE and LOW). It’s a pyramid shape because it reflects the number of people in each level. so the number of staff increase as long as you are going down in management pyramid. 
Also lower level management is subordinate to the middle level which is subordinate to the top management. 
So in our example: IRENE ROGERS (LOW MANAGEMENT LEVEL) reports to VIJHAY SINGH (MIDDLE MANAGEMENT LEVEL), who reports to WILLIAM DAVIS (TOP MANAGEMENT LEVEL). 


2. William Davis gets reports from Vijay Singh, and has no direct contact with the floor manager Mr. Rogers. As William supposed to create the reporting system that makes him a ware of all the details and problems that happens in the factory floor, and Mr. Singh should follow the instructions and get the problem reports done on time. 

3. William Davis is the chairman (TOP MANAGEMENT), it’s his duty to determine the objectives to be achieved from the business, also its his job to decide the budget and time required to get the job done, and give the instructions to Mr. Singh who will put a strategy for his team to start the operations. 

4.  It’s the supervisor -Mr. Rogers – duty to ensure that day to day operations are running properly and to make sure that production starts on time and the quality of the products are upon the required standards been requested from the top management. 
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