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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	
 Q.1. Short questions:
1. [bookmark: _GoBack]
i. Management is the process by which one individual gets a group of people to work together within a certain timeframe, with limited resources, to accomplish a set goal or objective.
ii. Levels of Management are the follows: 
                           Top-Level Management
                            Middle-Level Management
                            Lower-Level Management

iii. Equity – To motivate the workers to perform their duties by maintaining a proper mix of fairness, justice and kindness 
iv. Management consists of a series of activities classified into various functions such as planning, organizing, staffing, directing and controlling.

 
v. Match the expressions given in column 1 with those given in column 2 

a)=ii)
b)=iv)
c)=i)
d)=iii)


 
i. The following table contains the functions, positions and different levels of management. Pick one from each column and make a meaningful combination.
        A(TOP) = b)=ii. Defining the objectives and formulating the policies.
        B(MIDDLE)=a)=i.) Identifying the departmental objectives and guiding lower level towards achievement of those objectives
        C(LOWER)=c)=ii.) Carrying out the operations and their supervision

 Q.2. “Planning is looking forward; whereas controlling is looking back”. Explain this 
Statement. 
            Planning and controlling are inseparable. Planning is the primary function of every organization it is the thinking process, which mean looking ahead or making plans that how desired goal is achieved in future thus it is called a formed looking function on the other hand controlling is a systematic function which measures the actual performance with the planned performance. It compared and analyzed the whole process of an organization and take correcting actions. Thus, it is a backward looking function but the statement "Planning is looking ahead and controlling is looking back" is partially correct because it should be understood that planning is glided by past experiences and the corrective action initiated by control function which aims to improve future performance. Thus, planning and controlling are both backward looking as well as a forward looking function.
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