Lesson 1
Managers and Managing :
Management is working with and through individuals and groups in order to achieve desired goals.  Authority X Responsibility = power    		
A goal is a long term desired objective . Objectives  are the steps you take to achieve your goal . 

Managerial functions :
-planning , organizing , leading , controlling . 
-Henry fayol was the first to talk about p.o.l.c
-described by mitzenberg : a role is a set of specific tasks a person performs  because of the position they hold .
-Roles are directed inside as well as outside the organization ( interpersonal , informational , decisional )
Managerial skills : 
1.Conceptual skills : the ability to analyze and diagnose a situation and find the cause and effect the ability to dream .
2. human skills : the ability to understand , alter , lead and deal with people’s behaviour, the ability to inter-relate .
3.techinical skills : the job-specific knowledge required to perform a task , the day to day .

Organizational functions :
Accounting , finance , operations , management , human resources management . 





Process of management :
In order to start your own company you need a mission statement (vision) .
What affects a mission ? : money , politics , legal , resources , competition , market demand , technology , social , ethical …
The mission statement leads to goals, the goals and objectives need to be realistic , challenging, and need a time frame , specific so you can measure your performance , goal are set by people responsible for achieving them .
Goals lead to planning , a plan is a detailed course of action . there are four key terms for planning , the first one is policy ( guideline to action ), then procedures ( sequence of steps to carry out the policy ) , rules and regulations are also key terms , and finally we have the key term of budgeting 
Planning leads to organizing (arrange your resources) and leading (motivating)  , then those lead to controlling ( 1.estimate standards , 2.measure performance , 3.compare  the actual performance vs. the expected performance , 4. IF a significant deviation , take effective action ) 
The art of communication engulfs the process of management (planning, organization , leading , controlling )    
The manager’s major responsibility is to coordinate all of the elements (p.o.l.c)

  Measuring managerial performance :
-economy : the terms and condition under which human and material resources are acquired .
-efficiency : the amount of resources incurred to produce goods and services .
-effectiveness: how well is the organization doing in meeting its goals .

Lesson 2   
The case method: 
What is a case? 
-A real-life business problem
-apply theoretical concepts to an actual situation 
-develop decision making 
Case format 
-Executive summary (5 marks) (one page document and single spaced) 
-assumptions 
-problem statement (15 marks)
.satellite problems / central problem 
.implications on the organization 
.implications on the personnel 
Case format 
-alternative solutions (50 marks )
-recommended solution (5marks) 
-implementation (15 marks )
.immediate ; short-term; long-term 
-grammar (10marks )
Key factors when preparing a case 
-Are my assumptions reasonable ?
-do I really understand the problem ?
-have I looked at all viable alternatives ?
-is my decision realistic ?does it proceed logically for my assumptions ?
-have I outlined reasonable methods as to how my solution can be implemented ? 

 Step by step summary 
-read case a minimum of 2-3 times 
-make any reasonable assumptions 
-list all of the apparent problems 
-determine the central problem 
-what alternatives are available ? 
-make a recommendation 
-implement the recommended solution 

Lesson 3 
Forms of ownership
Sole proprietorship:
-When management and ownership of a business are one and the same  
-the oldest most common form of legal ownership in Canada 
Advantages of Sole proprietorship:
-Easy to form/dissolve; must be legal 
-license may be required; simplicity 
-government preferential treatment 
-sole claim on all profits 
-personal incentive/satisfaction
-pays only personal income tax 
-secrecy 
Disadvantages of Sole proprietorship:
-unlimited liability 
-lack of continuity (uncertainty of duration)
-difficulty in raising monies  
- management limitations 
Partnership:
-when two or more people combine their financial managerial ,and technical abilities to operate a business for a profit .
Types of partnerships : 
-general partnership : all partners have unlimited or general liability . 
-limited partnership : one general partner , one or more limited partners .

Articles of Partnerships
· Prevents misunderstanding and ill-will at some future date
· Not legally required in Canada
Partnership Advantages
· Easy to form 
· Owners are taxed at personal rate
· Larger availability of money 
· Diversification of management skills
· Retention of valuable employees
· Personal interest/satisfaction
Partnership Disadvantages
· Usually, unlimited liability ( joint and several liability ) 
· Management difficulties
· Difficult to withdraw investment
· Death
· Insanity 
· Incarceration 
· Simple withdraw
Corporations
Economic/Social Benefits 
· Most effective means of managing productive resources: land, labour, capital
· Professional management and research
· Higher living standards
Economic/Social Problems
· Bigness
· Monopolies
· Morale
· Price fixing
· Environmental
· Political



Forming the Corporation 
· Done either Federally or Provincially 
· Articles of Incorporations must be drawn
· Name of corporation(not now in use)
· Type/number of shares to be issued
· Number of directors
· Location of operations
· Purpose of business
Control of the Corporation
· Shareholders
· Board of Directors
· Senior management
The shareholders
· The owners of the corporation 
· Basically, there are two classifications of shareholders:
· Common( residual)
· Preferred
Rights of the shareholders
· To vote for the board( one vote per share)
· To receive dividends if declared
· To hold/sell any share registered in name
· To share in assets on a pro rata basis
· Pre-emptive right ( the right to maintain percentage ownership of business)
· To inspect the books

Lesson 4  
How does a corporation obtain funds 
-equity financing:
    .The selling of shares in the business 
    .diluting ownership 
-debt financing:
  .the borrowing of money 
  .interest payments 
  .date of maturity 

Equity financing :
Common (residual) 
.vote 
.dividends (if declared )(after preferred owners )
.share in assets (after preferred )
.more risk , but potential return more 
Preferred 
.usually no vote 
.dividends (if declared ) (at certain rate )
.share in assets (before common shareholders )
.less risk 
 



The board of directors 
-represents rights 
-formulates/adopts a set of corporate bylaws 
-oversees/evaluates job of senior mgmt 
-absolutely liable for GST and income tax 
-liable for 6 months of employee wages 
What is a corporation ? 
-an artificial being ,  invisible , intangible , and existing only in the eyes of the law 
-it is a legal entity ; it exists on paper only ; it has all of the rights of an individual 
Rights:
-buy , own , sell ,manage property 
-to sue and be sued 
-recognized as the legal owner of the business 
-to continue forever 
Advantages of a corporation 
-limited liability 
-easier to obtain capital 
-easier to transfer ownership 
-length of life ; continued existence 
-Greater efficiency 
-Easier to expand 
-Legal entity


Disadvantages of a corporation 
-double taxation 
-more expensive to organize 
-large number of gvmt restrictions 
-must publish annual reports 
Types of corporations 
-the federal and provincial charters allow for four types of commercial corporations :
1)private
2)public
3)mixed
4)crown 
 
Lesson 5
Types of Corporations

1. Private Corporation 
a. Shareholders are limited to fifty (50)
b. Shareholders can not sell shares without the approval of the Board of Directors
c. The general public is not permitted to buy shares or bonds from a Private Corporation

2. Public Corporation
a. This form of corporation CAN BE owned by more than fifty shareholders
b. Can issue shares and bonds on the financial markets
c. Usually owned by hundreds or thousands of shareholders.

3. Crown Corporation
a. A business that is owned and operated by the Government (either Federal or Provincial)
b. Is considered to be a form of public ownership in which the Government owns and operates a business on behalf of the general public.
Why Crown Corporations?
· Fosters competition
· Some believe that certain sectors of the economy (natural resources; transportation) are too important to be left in the hands of private firms
· Provides services which would not likely be offered by others

4. Mixed Corporation
a. Jointly Owned by the Government and the general public.
b. Politicians do not participate in day-to-day decisions
c. Most operate in the exploration and natural resource sectors











Franchising

- In business for yourself; not by yourself
	- Over 1,100 franchisor companies in Canada
	- Over 60,000 outlets in Canada
	- Over $90 Billion in sales in Canada

Advantages of Franchising
-  Training and management assistance
· Personal Ownership
· Nationally recognized name
· Financial advice and assistance
Disadvantages of Franchising
· Large start-up cost
· Share your revenues / Management regulation
· Coattail effect – your success is tied to the franchisor’s performance

Buying a Franchise
· Shop around – do your homework
· Get legal and financial advice
· Look at their financial stability in the franchisor
· Scrutinize the business plan and proforma statements




The evolution of Management Theory
(Schools of management thought)

Summary:
· Classical Approach (1880-1920)
· Human Relations Approach (1930’s)
· Contemporary Approaches (1950’s-1980’s)
· Emerging Practices (1990’s-2000’s)

The Classical Approach
Systematic Management
· Adam Smith – 1776 – The Wealth of Nations – Advocate of systematization
· Effectiveness 
· Division of labour
· Productivity
· Efficiency
· Focused on the definition of duties and responsibilities 
· Led to scientific management

Scientific Management
- Basic Questions: How can management increase the level of worker productivity and motivation?

· Scientific Management 
· F.W. Talor
· Philosophy
· The 3 S’s
· Break the task down into it’s finest elements
· Standardize
· Simplify
· Specialize 
· Use Money as  incentive
· Piece-rate system
· Benefits of Taylor’s Work
· Traditional thinking to scientific analysis
· Productivity did improve
· Problems
· Oversimplification
· Failed to realize: influence of group norms, social needs, and pressures, etc.

· Measurement Time Motion
· Frank Gilbreth
· The one best way to perform a job
· Therblig – each operation is broken down into a Therblig – unit of motion
· Gilbreth said everyone has 17 Therbligs
· Therblig #1	Search
· Therblig #2	Find
· Therblig #17	Think!!
· Results of Gilbreth’s Work
· Foot-levers to open garbage cans
· Special chairs for factory workers
· Redesigning of typewriters
· New assembly line techniques
· Simple, but effective!!

· Administrative Approach
· Henri Fayol
· Philosophy:
· Management is a universal process
· Fit the person to the job
· Developed the General Principals of Management

Fayol’s  principles
-Division of labour :allows for job specialization 
-authority and responsibility 
-unity of command : employees should have only one boss 
-line of authority : a clear chain from top to bottom of the firm 
-centralization : the degree to which authority rests at the very top 
-unity of direction :one plan of action to guide the organization .
-equity :treat all employees fairly in justice and respect 
-order: each employee is put where they have most value 
-initiative : encourage innovation 
-discipline : obedient , applied , respectful employees needed 
-remuneration of personnel: the payment system contributes to success 
-stability of tenure : long–term employment is important
-general interest over individual interest : the organization tales precedence over the individual  
-esprit de corps: share enthusiasm or devotion to the organization
Admin . approach-problems 
-based on observation 
-concerned primarily with the structure of the organization  
-human element nothing more than a raw material 
Bureaucratic management 
Max weber 
-managers should manage in a systematic way 
–make decisions based on rules , regulations and impersonality 
-clear division of responsibilities and authority 
Human relations approach 
-1930’s
-Primarily , a result of the Hawthorne plant studies (Elton mayo)
-philosophy : change management emphasis from productivity to human element 
The study 
-illumination will affect productivity level
-no matter what was done , productivity increased …why?
-cohesive work group developed !!!
-team spirit: the environment is important 
-management must create a stimulating work environment !!!

What is a stimulating work environment ???

-what’s stimulating to me is not necessarily stimulating to you !
**** Maslow’s hierarchy of needs 
-self-actualization: realizing your potential (the motivational needs )
-ego: need for status (the motivational needs )
–social (the motivational needs)
–safety (the maintenance needs)
–physiological (the maintenance needs)

-The need that is less satisfied is the one motivating us the most 
-everyone has the same needs 
-where we place our emphasis varies 
 - if managers know their employees , they can more effectively motivate them .

**** Theory X and Y
-theory X: assumes the average worker is lazy , dislikes work and will do as little as possible 
-theory Y: assumes workers are not lazy, want to do a good job and the job itself will determine if the worker likes the work 
-SELF–FILFILLING PROPHECY ( if you think the workers are lazy , then they tend to be like that )
Contemporary approaches 
-1950’s-1980’s
-we continue to question –should management be considered an art or a science ??
-art –draw from experience , observations
-science – use problem solving approach 
-quantitative approach 
-organizational behaviour (X and Y , etc )
-the process approach 
   -objective , planning ,organizing , leading , controlling , communicating 
-the systems approach 
   -synergy : open vs closed system 
   -part: individual org , formal org , informal org ,role and status arrangements , physical setting
 -contingency approach 
Emerging management practices 
-comparative management 
-organizational culture 
-team building 
-empowerment 
-total quality management ( meeting customer satisfaction )

Lesson 6
The organizational environment 
Why analyze?
-organizations do not operate in a vacuum; they operate in an open system 
-organizations operate in a pluralistic environment 
-these are largely UNCONTROLLABLE FACTOR; external forces 
The general environment 
-the economic environment
 -interest rates
-unemployment rates 
-Trade balances 
-Dollar strength 
-Market demand (economic and behavioural)
 -the political/legal environment
 -the social environment
-philosophies, attitudes, and values  
-changing demographics (study human populations)
-increasing urbanization 
-education  
-technological environment 
-The ethical environment 
-pressure groups 
-values; morals 


-international environment 
-increasing globalization-trade 
-foreign direct investment
-expansion of transnational companies 
Task environment 
Task environment : forces from suppliers , distributors , customers , and competitors.
1) Suppliers: provides organization with inputs (different suppliers )

2) competitors  other organizations that produce similar goods 
Rivalry between competitors – usually the most serious force facing managers 
-often means lower prices 
Barriers to entry keep new competitors out 
-result from: economies of scale, brand loyalty   
      3)  distributors: organizations that help others to sell goods 
      Some distributors like Wal-Mart have strong bargaining power . 
      -They can threaten not to carry your product 
  4) customers: people who buy the goods 
 Usually , there are several groups of customers .
-for dell Canada , there are business , home and government buyers 
- what does the manager have to do ? (scan and monitor)
The controllable factors 
-marketing mix (prod, price, place, promo) 
-production
-human resources 
-accounting and finance 
-administrative structure 
-research and development 
-public image 



Lesson 7
The manager as a decision maker 
What is decision making ?
A process by which a choice is made between two or more alternatives 
4 elements in decision making:
1)an objective 
2)the alternatives 
3)the consequences 
4)choice
Types of decision making 
-Programmed decisions: routine, almost automatic
-Non-programmed decision: unusual situations that have not been often addressed  
Who are the decision maker ?
-First level managers 
(technical decision) 
-Middle level managers 
(managerial decision)
-Top level managers 
(Institutional decision )
-Conditions  affecting managerial decision 
Certainty 
risk 
uncertainty


-conditions of certainty 
Very rare in today’s world 
The manager know exactly what will happen  
conditions of risk 
-The use of probabilities
-the outcome can be estimated 
Conditions of uncertainty 
-Nothing is known 
-Alternatives are not known 
-Can’t assign probabilities 
Decision making steps 
1) Recognize need for a decision: managers must first realize that a decision must be made. 
Sparked by an event such as environment changes 

2) Generate alternatives : managers must develop feasible alternative courses of action 
3)  evaluate alternatives : what are the advantages and disadvantages 

assessing alternatives 
-is it practical 
-is it economically feasible 
-is it legal 
-is it ethical 



4) Chooses among alternatives 
5)  implement chosen alternative 
6) Learn from feed back : managers should consider what went right and wrong with the decision 

Group decision-making 
-Better than individual decision making(80%)
 -Different background, cultures, values, traditions 
Cross-fertilization 


Decision making aids 
-the expected value concept and the payoff matrix
-the breakeven analysis 


Expected value concept and the payoff matrix 
- The use of probabilities to measure the value of various outcomes for each alternative 
-expected value = income produced X the probability of generating the outcome 
E.V.= I x P

EX:  co. wants to increase revenue by 100,000$
· 3 alternatives                      anticipated  income (Y)                    probability of income (Y)      
New product                           150000$                                                       0.55
        Marketing prg                         125000$                                                       0.70
        Modernize plant                     110000$                                                       0.88

Which is best?

Payoff matrix-best option 
150000$ X 0.55 = 82500$
125000$ X 0.70 = 87500$
110000$ X 0.88 = 96800$ *** (best option)

the breakeven point 

· The point at which there is no profit or loss 

· volume of production at which all costs – both fixed and variable – are met
 
Total costs = F.C + V.C 

 fixed costs 
- Costs that do not vary with the level of production 
-costs you have no matter what 
-office salaries, rent, lease payments, insurance, depreciation 
Variable costs 
- Costs that do vary with the level of production 
-Sales commission, overtime payments, direct labour, electricity, raw material 
 



	f.c /1- t.v.c/total sales 

Lesson 8 

Ethics, social, responsibility and diversity
Ethics and responsibility 
Remember E--------B; B--------E
-Understand consumerism: The economic and social justification of a firm’s existence is to meet the needs and wants of the consumer.
-as a result, many orgs, are now incorporating ethical considerations into their decision making processes.
-who is the business responsible to ?
The stakeholder 
-the interested parties in success 
     -shareholders 
     -employees  
     -communities 
     -neighbours 
     -levels of gvnmt   
Ethics 
-it is difficult to know when a decision is ethical 
-for each stakeholder, it could be different 
Ethical reasoning 
-depends on moral values 
-we are all different 
-perceptions , values , beliefs 
-determining the definition of proper conduct  

 3ethical models 
-Utilitarian model: a decision that produces the greatest good for the greatest number of people 
-Moral rights model: a decision that best maintains and protects fundamental rights and privileges of the people affected by it 
-Justice model: a decision that distributes benefits and harms among stakeholders in a fair, equitable , or impartial way . 
Arguments for social responsibility 
· In the business’s long run self interest 
· Improves the public image 
· Improves viability of business 
· Avoids govt regulation 
· In stockholders’ best interest 
· Better able to solve problems 
· Problems can become profitable
How to manage diversity 
-Increase diversity awareness: managers need to become aware of their own bias.
-Understand cultural differences and their impact on working styles. 
-exercise effective communication with diverse groups.
-be sure top management is committed to diversity.
Sexual harassment 
 Damages both the person being harassed and the organization.                                                                                                     
-Quid pro quo harassment: victims is requested to perform sexual favours to keep a job or win promotion. 
-Hostile work environment harassment: some members are faced with a hostile , intimidating work environment.
          -Inappropriate jokes , pornographic displays and remark .
Avoid harassment 
-Develop and communicate a sexual harassment policy.
    -Point out that these actions are unacceptable.
-Set up a fair complaint system to investigate allegations.
   - If there are problems, correct them at once.
-Provide harassment training to employees and managers. 

-How the business finally performs depends on the culture within .

