  ADM 1300 
Day 1
Introduction to business management Sec ?

Prof: Peter Koppel
Office- DMS 1111d – no hours, call 613-562-5805

FIRST FIVE WEEKS-MIDTERM
Topics: The manager
-Business ownership (types, financing ..etc)
- Corporate ownership
-Management thought (evolution) 
-The environment
Awareness of world news  on day to day basis
-Decision-making
-Objective /Goal setting

Read Duffy Case, analyze, don’t hand in, sample

AFTER  MIDTERM 
-Process of  management 
- Communicating
-Accounting/finance
-Operations mgmt
-Human Resources
-Marketing

Today’s Class 
Conducting Business  Ethically and Responsibly 
Social responsibility
No class website. 
Book=Lecture  importance

Seminar=DGD
Start the  20th of September
Obligatory; 3 or more, you fail
Group Work
Individual work
Peer evaluation

Required textbook
Introduction to Business  Management (custom Version )  
Website ..

www.personcustom.com/on/ottawa_adm   CRSCD59-239829
Case (18%)October CASE- , November 4th , due at  8:30 , 3 weeks to do  ,posted on website ,Use proper case analysis  method , typed
Accounting Quiz (10 %) November 16 - 5 problems , balance 
sheet, income statement , financial ratios , breakeven  point , economic order  quantity
Midterm (25%) Friday October  22 ,7-10 PM
Final Exam (25%) covers entire course , 85% is  mid-term to the end, objective questions, problems and essay
Seminar (22%) Peer evaluation

In order to pass   must have a 50% average between to exams
Any complaints of marking must be done within one week of it being handed back

Easy, but time consuming  course . 15-20% failure rate

DUFFY CASE

Duffy has been in the company for a long  time , accumulated a  high level of seniority , his department is  still functioning well , deadlines being  met , and all  employees are   functioning with a  high standard of  morale . From a far  it seems as if  all systems are in check ,  and  operations are running  smoothly. When looking deeper  into the problems  it  comes  apparent the assistant  director  Joe Turner  is  the  man in charge . Turner has been putting  in the hours and  is  largely  the man in charge.  All of the  other  staff members  see Turner as the acting director , and  Duffy as  the guy to go to for signatures .  In order to restore order, and   maximize company productivity , as Duffy’s  boss  I would  instill   a weekly staff meeting , ran by Duffy  , where  he goes  over the  corporate’s  long term  , big picture  goals , and reinforces  them with the staff , as well as  the  department’s weekly or monthly  goals. After these meetings Duffy meets with one staff member  per week , and   sends the report to  corporate for an overview .  Turner would be present  in these meetings and part  of the evaluation process , however  it  would be Duffy’s  responsibility to  formulate the  reports. 

Case Method – Harvard case study  method 
Title  page 
1- Executive  Summary  - 5 marks 
· one page document , single spaced  , synopsis, case overview – format  in textbook
2- Assumptions ,    material picked up  that’s not specifically stated  in the text  - one page , analysis must be  in cohesion with the assumptions ,do not  over-assume- no marks 
3-Problem statements -15 marks 
-satellite  problems/central problem (s)
-implications on the organizations
-implications on the  personnel 
4-Alternative solutions-50 marks- ALWAYS put the no change scenario  in the  alternative section. Write pros , cons of each alternative, look t alternatives independently  of each other , analyze the  alternative  on its  own , I can combine  alternatives in a  solution ,  research options ( pensions research , etc.) 
5- Recommended solution  - restate alternative(s) , recommended solution much solve  PRIMARY  problem  , as should the  alternatives- 5 marks 
6- Implementation -  how the  solution will occur ,  analyzing  how it will happened  ,  immediate , short term , long term  , specific  step  by step - 15 marks
7- Grammar  -10 marks

key factors to keep in mind  when preparing a case 
 reasonable  assumptions  , do I really  understand the  problem 
have  I looked at all alternatives ?  is  my decision realistic , does it  preceed logically  form  my assumptions have  I outlined reasonable  methods  in terms of  implementation 

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



SEPTEMBER 13 DAY  2

Course Code CRSCD59-239829  
READ  CHAPTER 1,2  + WHAT IS A CASE? HW 
 
Managers and Managing 
Management –working with and  through  individuals and  groups  in order to achieve  desired goals
As a manager, 85%  of time is dealing  with others , 85% of decision making takes  place  in groups. 
Though a manager works through (delegates) through others , the  quality of  work is   on his shoulders
Management’s structure is   based on the military – chain of command
Maslow’s hierarchy, everyone has the same needs ,  but  individuals  place emphasis  on certain needs. 
Goal is  not the same as an objective ,  goal is  long term  desired result , objective  is  the short term step  that  one goes through to reach long term  goal.

MANAGERIAL FUNCTIONS 
Planning ,  organizing , motivate/lead/directing,  controlling
ORGANIZATIONAL FUNCTIONS
Accounting ,finance , operations management , human resources management , marketing

PROCESS OF MANAGEMENT
First thing a  business  must  have is a  vision, which leads to a  mission statement ,  a  philosophy/mandate, the  vision is the same ,  but the  rote to  the vision may change

Affects  on a mission statement: society , opportunities ,threats , strengths weaknesses, legal ,political , economy , resources ,$, technology, competition, supply +demand

Mission leads to  Goals- long term desired result , short term steps  is an objective

Goals must be : realistic , related  to  mission statement , specific  and  measurable, time frame ,challenging 
Goals should be set by the people responsible for achieving them

Goals/objectives lead to planning
Plan: detailed course of action- 4  key steps of planning
Policy-guideline to action –satisfaction guaranteed
Procedure –sequence of steps you go through to carry out the policy
Rules/regulations 
Budget

Planning leads to 1) Organizing – arrange resources  in such a way to carry out the plan – and 2) motivating

Organizing and motivating  leads  to  control- establish standards of performance 
Then  measure performance,  then compare the actual against the standard , then  take corrective action  against  significant deviation.

Managers  major  responsibility  is to coordinate the entire process, synergy , everything is interrelated , you cant  do  one thing to the process without  affecting the entire process . the  whole is  greater than the sum of its parts

Henri Fayol – discovered the  four  managerial functions , P.O.L.C , all managers  must perform the  functions.
Managerial roles – Mintzberg – a role is a set of specific tasks a  person  performs  because  of the positions they hold.

Authority X responsibility = power

Three  major roles  of mgmt 
1) interpersonal
2) informational
3) decisional 

Managerial Skills 
1) conceptual skills: the  ability  to analyze  and  diagnose a situation and find the cause and effect ;ability  to dream  ( necessary for senior  level)
2) Human skills : ability to relate , and control peoples  attitude, ability to inter-relate
3) Technical skills- job–specific  knowledge, day to day specific
Measuring  managerial  performance – peter drucker 
The three E’s  of  productivity ,:
Economy-human and  material resources that  you acquire  as a manager , and under which conditions you acquire them
Efficiency-How  many  of the resources that you purchase are you in fact  using  to produce  your  goods and services
Effectiveness- are you in fact  achieving/producing  what  you are  supposed to  achieving/producing

Forms  of  Ownership september 20th 
Sole proprietorships , partnerships and  corporations  

S.P.- Management and  ownership are  on in the same. – cyclery –Vince , all liabilities  are to one person, in Canada , oldest/most common form  (60-70% of  businesses) .  They  are the  most  volatile though , when economic disaster strikes, they are the first  to go – most do not break even for 4-5 years , rule of thumb ; taxable income  > 50,000  most  incorporate
Advantages                                                                disadvantages
	Easy to form/dissolve 
	Sole claim on losses ,  unlimited liability- before  incorporation , proprietor  can lose everything, business and home - house cars , etc. 

	License  may be  required ;simplicity( food /personal well being  businesses  must all be licensed )
	Lack of  continuity ( uncertainty  of duration) as soon as  proprietor dies, the business dies with them 

	Simplicity of operation (management has the right to do whatever they want)
	Difficult  in raising  money , all has to  be  yours, or  if  the bank give s you money they  can lose it if  proprietor  dies . most proprietors don’t have  collateral to  get a loan 

	Gov’t  gives  preferential treatment – they see the  sole proprietorship  as the backbone of the  economy – small businesses – socialist plans – tax cuts 
	Management limitations- the proprietor  must have expertise  in all areas – marketing , accounting, finance , etc.

	Sole claim on profits 
	

	Personal incentive/satisfaction - personal reason behind success 
	

	Pays only personal  income tax – Canada has a  progressive tax system , based  on taxable  income, gov’t  charges s.p. to a lower rate 
	

	Secrecy – ides stay  local, avoiding industrial espionage  , CIBC stole the  debit card  idea  of  RBC from a disgruntled  employee.
	




PARTNERSHIPS- two or  more  people combine their  financial ,managerial , and  technical abilities to operate a  business for  profit – unlimited  partners
 
Can start form sole  proprietorships,    as long as  one person has 50.1% of  company the  rest of the company can have  unlimited  partners 

Least attractive form of  ownership 
 Types of  partnerships  
1) general  partnerships – each partner has  unlimited/general  liability , joint/severly liable 
2) limited  partnerships  - every partnership in Canada  has to have  one general partner with unlimited  liability , one or more  limited  partners , general partner  must have reasonable assets 
general partnerships are  more  popular , because  people  make better decisions when they know they can easily  lose it all 
Articles  of  Partnership 
A document  outlining what  each partner is  responsible ,  and who takes what out  of the partnership – prevents  misunderstandings 
a partnership agreement  is not legally required in Canada


Partnership 
ADVANTAGES –                                                          DISADVANTAGES
	Larger availability of money (more ppl)
	Usually unlimited liability (joint and several liability)

	easy to form
	Management difficulties – dealing with people and personalities

	owners are taxed at a personal rate
	*Difficult to withdraw investment without  forcing the  partnership to be  liquidated –death , insanity , incarceration , simple withdraw

	Diversification of  management  skills  and  ownership
	

	Retention of  valuable employees (becoming a partner)
	

	Personal interest / satisfaction 
	



*In order  to determine how  much a  partners  portion is worth ,  first  the  business  must be given a value , the only  appropriate way  is  to sell the business ,liquidate the assets – partnership is over – in the article  of  co- partnership  , there is a formula  given to determine what  each  portion is worth , protects the business


CORPORATIONS

Economic/social benefits – most  effective means  of managing productive  resources ,;land labour  capital
-professional management and research 
-higher standard  of  living ; circulation of assets process – companies  produce  on a mass basis ( economies of scale) , everyone  buys the good  , because  the consumers  are  able to because their own company is  under the same  ideology

one of the  problems associated  with  corps. is the  size – monopolistic issues , morale issues ( just a  number  in the corp.), price fixing
Environmental- pollution 
Political issues – lobbying 

Forming a  corporation – can  be  formed  federally or  provincially 
Provincially is  cheaper ,  but you are  limited   where  you can do business , only province to province , not  internationally 
 Federally- can do business  anywhere in Canada o r  internationally , and   you can  overcome  inter- provincial tariffs 

Articles  of  incorporation (charter or letters patent)
Name of corp.  (not now in use , in order to maintain a name ,  they must pay an annual fee)
Type/# of shareholders
# of directors
location of operations –head office 
purpose of  business 

Control of the corporation – shareholders ,owners elect  people to represent them 
Board of  directors – determine who the 
Senior Management – runs business on day to day business , the  president  of  corporation , usually sits as  vice chairperson of the  board  , v.p.  also sits on board

SHAREHOLDERS – owners  of  the corp.
Two types  of  shareholder- common ( residual) and preferred
Most people  by  common shareholders

Rights  of the shareholder ; ( common shareholder)
-Right to  vote for  the board ( typically  one  per share) , kind of a meaningless right ,  most  corps. have  thousands or millions  of shares   that’s  why most  people  give their right to vote to  someone  on the  board – a  proxy
- right to  receive dividends  if  declared-   board of directors  can  decide to distribute the  profits ,  or  retain it  to re-invest  in company – dividend = distributed profits to shareholders
-right to hold ,  buy  or sell any share registered in name
- right  to share  in assets on a  pro rata basis , if the  corp. wishes to be dissolved  it must apply to gov’t , first  thing it  must do is sell al assets , the gov’t is always  the first creditor , most  of the time there is  nothing  left  after this ,  if there are   the shareholders  receive  the  percent of money each shareholder  owns 
-pre-emptive right ( right to  maintain percentage  ownership of business)if the business  is  going to sell more shares , they must  tell shareholders   before putting them on the market ,  so the  shareholders can maintain their  ownership percentage
- right to inspect the  books , since shareholders are owners they have the  right to see transactions that the public doesn’t first   you have to prove just cause before you can see to books  to keep secrecy


HOW DOES A  CORP.  OBTAIN MONEY
Variety  of  ways to finance -  
1-equity  financing – selling shares,  diluting  ownership , but the  advantage is that the corp. owes the shareholder  nothing , except  to run the company reasonably 
2-Debt financing - borrowing money ,  the problem is  the interest payments with a   date of  maturity , but  ownership  is  not being diluted 
Most corps. have both types 

EQUITY FINANCING –(selling shares)
Common shareholder=residual owner 
-For each share you get  one vote 
-Dividends(if declared , after preferred owners)
-Share in assets (after  liquidation ,  on pro rata basis ,after preferred)
- more risk ,  but  more  potential  return

Preferred  
· usually do not vote
· dividends (if declared , at certain rate) 
· share in assets  (before commoners) 
· most preferred  are cumulative , they amass dividends   from previous terms  before  commoners 
· most companies temporarily  give voting  right to  preferred 
· preferred shares have less risk 

Board of directors 
– the people that rep. the  right s  of the shareholders, set and establish the corporate  by laws – how it will operate within what  parameters, usually  well  known people , 15-20 people
-oversee and  evaluate senior MGMT  , 
-if a  bank can not  pay for their debts , the   board  of directors become  absolutely  liable for  GST , HST and income tax
- liable for  6 months  of  employee wages 

WHAT IS A CORPORATION?
It is an artificial  being ,invisible , intangible , exists  only  in the eyes  of the law 
 The  only one who can give birth or  kill a corp. is  the gov’t 
 A corp has all the rights we have ( buy and  own goods , assets ,  land  ,property), but exists only as a  legal entity  on paper,
 It has the  right to sue  and  be  sued
The  business  is recognized as the legal owner  of the business and its assets , the liability is  on corp. , not the  shareholders  who on the corp. 
Has the right to continue forever 


ADVATANTAGES                                                           DISADVANTAGES
	Limited  liability ( shareholders are  only  responsible for the  amount they invested )
	Double taxation(  profit get taxed at a  corporate level , then if shareholders get dividends , they get taxed on it  at a personal rate)

	Easier to obtain  capital ( easy to transfer ownership , length of  life , less liability , etc.)

	More expensive to  organize ( articles  of  incorporation , etc)

	Length of  life , continued existence
	Large  number  of gov’t restrictions 

	Legal entity 
	Must publish annual reports

	Easier to expand 
	


 
TYPES OF CORPS. 
1- private
2- public
3- mixed
4- crown 

Private  Corporation 
· shareholders are limited to fifty , no annual report  published 
· shareholders can not sells  shares without approval  of  the board 
· general public  cannot  buy shares 
Public Corporation 
· can be  and  usually is  owned  by more than  50 shareholder ( thousands) 
· can issue bonds  on financial  markets 

CROWN CORP> 
A business that is owner/operated by the  gov’t , either federal or provincial 
 Why do we have them-
- is  considered to be a form of public ownership in which the gov’t  owns and  operates a  business  on behalf  f the general  public 
· Petro Canada , a former  gov’t. corp. that  provides competition
– foster competition , some believe that there are  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 
 
MIXED  CORPORATION 
· jointly  owned by the gov’t and  the public (private industry )
·  when different  people / organizations/ gov’ts come together   
·  usually  in  natural resources or exploration  of  natural  resources  
· politicians  do not  participate in day to day  decisions 

FRANCHISING
· in business  for  yourself ,  not  by  yourself 
· over 1100  different  franchisors in Canada 
· 6000 outlets 
· 90 billion in sales 

ADVANTAGES                                                               DISADVANTAGES
	Training  and management  assistance 
	Large start-up costs 

	Personal ownership 
	Profit  management regulation

	Nationally recognized name 
	Coat tail effect – your success is tied to the  franchisor’s performance ( painted with the brush of the company)

	Financial advice and assistance 
	



Buying a franchise – shop around – do homework 
-legal and financial advice
-look at financial  stability
scrutinize the business plan and  proforma  statements 







THE  EVOLUTION OF  MGMT THEORY (SCHOOLS OF  MGMT  THOUGHT)

The evolution of  MGMT  thought- a summary  
· classical approach  -1880-1920
· human relations approach-1930’s 
· contemporary approaches-1950-1980’s 
· emerging  practices 1990-

CLASSICAL APPROACH 
Systematic   mgmt 
Adam smith – Wealth of Nations  -1776 , an advocate of systemization 
-effectiveness , division of labor , productivity , efficiency 
focused  on the definition of  duties  and  responsibilities 
A x R= P 
Authority X responsibility =power
Led scientific  MGMT **********

 Scientific mgmt 
 Question – how can mgmt increase the level of  productivity and motivation ?
Frederick Taylor *****
Philosophy –the   3  S’s
· using $ as a incentive 
       1 –standardize 
2- specialization 
3-  simplification 
when looking at a  job -  one must break it  down scientifically into its finest elements , then standardize , simplify and  specialize 
4- use  money as an incentive .  pay  people a basic  age , then beyond a certain point  of productivity  ,  they  get an increase  in pay
 first piece-rate  system  ,  paid  for productivity  
beginnings  of mass  productions 
 benefits of  F.W. Taylor’s  work 
traditional thinking  to  scientific  analysis 
productivity  improved 
Problems
Oversimplification 
Failed to realize; influence of group norms , social needs and  pressures , the aspect of  group behaviors ,  individual behavior and the affect people have  on one another

MEASUREMENT  TIME MOTION  
MTM 
Frank Gilbreth and  wife Lillian  Gilbreth 
Frank was a brick layer ,  his wife  was the first industrial engineer PhD ,  both  believed  there  was  one  best way  to  perform a  job 
Therblig – each  operation is  broken down  into a  therblig – units of  motion 
 They videotaped  each job and  broke it to  units  of  motion 
Each job has  17 therblig 
#1-search ,  #2 find , #17 think 

 results  of  gilbreth’s work 
-foot- levers to open garbage cans 
-specialty chairs  for  factory workers 
redesigned  typewriters – qwerty 
new  assembly line  techniques 
simple  but effective tools 

Administrative Approach 

Henri Fayol 
Philosophy- management is a universal  process 
 No matter what  organization you are  attempting to manage , you use the same  principles 
Fit the person to the job 

Developed the  general  principles of  mgmt 
Fayol’s  Principles 
· principle  of division of labor- job specialization 
· principle of authority and responsibility  going together  hand in hand – you cannot  hold someone responsible for something they have  no authority 
· principle of  unity of  command- employees should only  be reporting to one  individual , today  in many organization there is a  matrix approach (2-3 supervisors)  
· principle  in line of authority –a clear chain of  command form top to  bottom of the firm 
· principle of centralization- degree to which the  authority rests at the top of the  organization , he believed authority should always  be at the top , one of the biggest  problems  with centralization is that when all authority is  at the  top it slows down the  decision making , over the years there  has been decentralization
· principle  of  unity of direction – one plan of action to guide the organization , people should know the  plan 
·  principle  of equity – treat  all employees fairly , in justice and respect 
· principle of  order – each employee  should  be  put where they have the  most value , according to mgmt 
· principle  of  initiative – encourage innovation , by treating  people with equity 
· principle of  discipline – people should do what the are  told  to do 
· principle  of  remuneration of personnel -  payment  system  contributes success  , keep people happy by paying them well 
· principle of stability of tenure – long term employment , create an environment where people  stay in the firm 
· principle  of general interest over individual interests – interests of the organization takes  precedence  of  the individual 
· principle of  esprit de corps- share enthusiasm  or  devotion to the organization 

 parts of  the  principles we believe in but situational mgmt  has taken over for systematic  mgmt 
 
problem with admin. Approach 
1- Based  on observation – none of the design team were trained  to observe  , without subjectivity 
2- Concerned primarily  with stricture  of the  organizations 
3- Human element is  nothing more than a  raw material – goes  back to Taylor and  his  beliefs  , an oversimplification 

Bureaucratic  Mgmt 
Max Weber 
· managers should manage in a systematic way , make decisions based  on rules  regulations and  impersonality – bureaucracy 
· clear division  of  responsibilities  and  authority 
· black and  white  approach
leads  to  HUMAN RELATIONS approach*******
1930s 
 primarily a result  of Hawthorne  plant  studies – Elton Mayo 
· started realizing that  focus needed to  be  on the  people 

Hawthorne plant study – western electric plant ,  a manufacturing plant , to produce telephones 

Philosophy – change mgmt emphasis  form  productivity to human element 

Working conditions affect peoples productivity 

The Hawthorne  plant  study– illumination will affect productivity level 

Without changing the  job , change the  conditions around the job , and  the  individual would  be  happier and produce more 

 After he raised the light , productivity  increased  , then  he decreased the light,  productivity  still increased ..why?
Because at the  beginning they were told they were into a special program  , after being in the same room they built relationships and created a  cohesive  work  group 
Team spirit – environment is  crucial to  productivity 

******MANAGEMNT MUST CREATE A STIMULATING WORK ENVIROMENT ******
a stimulating  work environment I s different to everyone 
it’s not just the conditions (  water fountains , air  conditions) it’s the environment 

 motivation is   a need  that  leads to action to satisfy a  goal 

Maslow’s  hierarchy of needs –
All of us  have the same  needs , but where we  place an emphasis  varies  from one place to the next  
-self –fulfillment (actualization )
-ego
-social
-safety 
-physiological 

when you satisfy  one level  of needs , it no longer motivates , and  you  move  up ht e hierarchy  to the  next  level of  needs 

1-physiological- food, water, sex
2-safety – need for protection 
1,2 are the maintenance needs ,  most  in north America  have satisfied  those needs 


the  top 3  are called the motivational  needs 
       3- social – need to belong and  be accepted 
4- ego – need  for status and recognition 
5- self-fulfillment – realizing  one’s  potential
very few people  ever realize  potential , therefore almost  everyone  is  motivatable  

5% of the population is self actualized 

the need  that  is  least satisfied  is the  one  that  motivates the  most  
there are  tests  to determine  where people  are  on the  hierarchy 

everyone is at different spots
 if  managers know where  employees are on the scale they can motivate them more effectively 

Theory  X and  Y
Douglas Macgregor 
Rather than looking at individuals needs , look at the  managers 
Two type of managers 
Theory X manager- assumes people are lazy , they  need to be  pushed driven , and  constantly supervised ,  working  primarily for  money 
Theory  Y – people are  not lazy , seek challenge and responsibility  but  need t be guided   

Self-fulfilling prophecy – if you are  looking  for  it , people will prove to  you  that it is true 
What you believe is what you get  back 


CONTEMPORARY APPROACHES 
1950s-80s 
continue to  question I f mgmt  should be a science or  an art 
art – human relations 
science- systematic  ,admin  
-quantitative approach – paramorphic representations – leaving decisions making to computer , leading to decision making without biased 
-organization behavior ( x and y)

Process approach 
· objectives/goals , p.o.l.c. and  communicating 
· 
systems approach – every org. is a system  
· synergy ,; open vs  closed  system 
· parts of the system  ;  individuals ,formal  organizational structure ,  informal  organizational structure ( grapevine , gossip ,  broken  lines  of communication ) , role and status  arrangements –each  position has a  certain role and status   and  physical setting – walls  , offices doors 
contingency approach ( situational  mgmt) 

Emerging MGT practices 
 Comparative  mgmt ( comparing cultures ) 
Organizational  Culture ( each organization has a culture , which  dictates the decision  making ) 
Empowerment- delegating to the lowest  possible level of organization 
Total quality  mgmt ( meeting  customer satisfaction /requirements 100%) 

Evolution of  MGMT  thought 
Classical approach :
· - scientific  mgmt
· admin mgmt 
· bureaucratic mgmt
· systematic  mgmt 
· adam smith 
· measurement time motion 
· 1880-1920 
Human Relations Approach 
 1930’s -  emphasis shifts form production  to the  ‘people ‘ issue  , working conditions , and a  the  stimulating work environment 

Contemporary Approaches 
-1950-80
quantifying techniques 
organizational behavior
process approach
systems approach 
contingency approach ( situational  mgmt) opposite of  Fayol 

Emerging  MGMT Practices 
-2000’s 
-comparative  mgmt –organizational culture 
-team building
-empowerment
-quality revolution 



THE ORGANIZTIONAL ENVIRONMENT
Why analyze – organizations  should not  operate in a  vacuum , but  an  open system , a pluralistic environment  
 Most of the  factors that  impact a business are  largely  uncontrollable factors ; external forces 
 The general Environment : 
Economic  enviro ; 
-interest rates  ( hit  record breaking lows lat summer)
-unemployment rates 
-trade  balances 
dollar strength 
market  demand ( economic  and behavioral(English  like tea) )

Gross salary –taxes=disposable income 
Disposable income- essentials = discretionary income 

Political/ legal environment ; 
-democracy – majority rules
-enact  legislation  , the  parameters in which businesses  have to operate 

Social  Enviro: 
· philosophies , attitudes and values 
· changing demographics 
· increasing urbanization 
· education 

D.I.N.K. s-dual income no kids

Technological Environment 
· exponential growth 
· - always  updating 

Ethical Environment :
-pressure  groups 
-values ; morals 

International  Enviro :
-increasing globalization –trade 
- foreign direct  investment 
-expansion of transitional companies 

Task Environment ; forces  form  suppliers, distributors , customers and  competitors 
1- Suppliers ;provide  an org.  with  inputs 
-need  reliable input sources 
-provide raw materials , components and labor 
- prefer to  have many similar suppliers 

2- Competitors – other  orgs. Tat  product similar  goods 
· rivalry between  competitors
· often means  lower prices 
· barriers to entry – keep  new competitors out , result from 
· economies o f scale + brand  loyalty 
3- Distributors – orgs. That  help others sell goods 
· some  distributors  like wal-mart  have strong bargaining power 
· can threaten to  not carry  product , manufacturer is held ransom by distributor 
4- Customers _ ppl who buy the goods 
· usually  there are several  groups of customers 
· for dell Canada , there are  business , home  and  gov’t. buyers 


So a  Manager  Must  be aware of  all factors  and ,  SCAN AND MONITOR 

Controllable factors ; 
Marketing mix ( production, price , place , promo) 
Production
H.R.
Accounting and  Finance 
Admin Structure 
Research  development 
 Public  Image
Constantly changing envrioment s

DECISION MAKING 
A  process  by which  a choice is  made  between two or  more  alternatives 
4 elements in decision making
1- objective
2- the alternative
2-  the consequence
3-  the choice 


 two types  of decision making
1- programmed decision – routine  , automatic process, - daily basis
2- non- programmed approach; unusual situations that have  not been  often addressed 


decision makers  - first  level – technical decision s – programmed decisions 
middle level  managers – managerial decisions – people + relationship , the process of mgt 
top level  managers- institutional decisions – communication  message  based  on the  company as a whole 

conditions that affect  decision making – 
-certainty-very rare – implies you know exactly what will  happen -100% certainty 
-risk- most are  acting  under the  condition of risk,  the use  of  probabilities , outcome can  be estimated 
- uncertainty – also rare , but  not as rare  as certainty , nothing is  known about the problem  , alternatives are  not  known  hence cannot  assign  probabilities 
 remove all  subjectivity- imposing  quantitative approaches to decision making 

decision making steps 
1- recognize a need  for  decision – managers  must  first realize  that a decision must be  made -  control technique- being aware of a problem before  it  hinders progress  in the  company 
2- generate  alternatives- managers must  develop feasible  alternative  courses  of action 
3- evaluate  alternatives – what are the advantages  and disadvantage of each alternative 

Assessing  alternatives – practical , economically feasible  ethical legal?

4 choosing among alternatives 
 5 implementing alternative – carry out the alternative 
6 learn from feedback – managers should consider what went  right + wrong  with the decision and  learn form the future 

Group decision making – better than individual decision making  ~ 80% of the  time 
85%  of  middle managers time is  in group situation – interpersonal issues 
in groups  there is a cross  fertilization of  ideas 
do not  come to a compromise – come to a consensus  

decision making  aids  - expected  value concept and payoff matrix 
 the break even analysis 

expected  value concept and  payoff  matrix – using  probabilities to measure the  value  of  various  outcomes for  various alternatives – assigning  probabilities to different  events 
expected  value = income produced * probability  of generating the  outcome 
EV= I *P 
 Company x  wants to increase  revenue  by $100,000 
	3  alternatives
	Anticipated  income  (Y)
	Probability  of  income (Y)

	New product
	150,000
	.55

	Marketing program
	125,000
	.70

	Modernize  Plant
	110,000
	.88


Income  = Y
To determine  which  option is  best  - must  create a  payoff  matrix 
E.V. =I * P
150,000 *.55= $ 82500
125,000 * .70 = $ 87500
110,000 *.88 = 96800 **
always take  into account all factors- all things  being equal 

Break Even Point 
Always two decimal places in answers 
Always annualize breakeven point - never monthly or quarterly 
Point at which  volume for production covers all costs- fixed and variable 
 Break even calculations :
Diagram method 

Ethics ,  Social  Responsibility and Diversity 
-ethics and  responsibility – environment  impacts  business (legislation) , and  vice versa ( misadvertising leads  to the  legislation )
enviro  is  extremely dynamic always  changing  
consumerism –the economic and social justification of a  firm’s  existence   is to met the needs and  wants of a consumer 
as a result , many orgs. Are  now  incorporating ethical  consideration into their  decision-making  process 

Who is the org responsible to -  stakeholders ;shareholders, employees , community , neighbors’ , gov’t. 

Ethics – difficult to decipher when a decision is ethical , personal  choice 
Ethical reasoning – depends  on moral values , all different perceptions/beliefs/values  , background determines what is ethical 

3 Ethical Models 
1- utilitarian  model –a decision mad e by the manager to produce the greatest good  , for the  greatest number of  people 
2- moral rights  model – a decision  that best maintains and  protects the fundamental rights  and  privileges 
3- justice model – decision that distributes  benefits  and  harms among stakeholders  in a  fair equitable  or  impartial way 
Arguments  for Social Responsibility 
· in the businesses  own  interest  in the long run
· improves social responsibility
· improves viability  of  business
· avoids gov’t. regulation 
· in stockholders  best  interest 
· better able  to solve  problems 
· problems  can become  profitable
Diversity- how to manage 
Increase  diversity awareness- managers need  to be aware of their own  biases  and  prejudices 
-understand  cultural differences+ their  impact  on working styles 
- exercise  effective  communication with diverse groups 
-ensure  top management is  committed  to diversity 


employment  equity  act – 4  protected  categories
-aboriginal , disabilities , visible  minorities  and women 

Sexual Harassment –damages both the organization and  the  individual
Quid pro quo harassment – victim is  requested to perform sexual favors  to keep  a  job or win a  promotion 
Hostile work enviro harassment – some  members  are  faced  with a  hostile , intimidating work  enviro – jokes, pornographic displays and  remarks
 
 In order to  avoid  sexual harassment  - policies  get developed 
-a complaint system 
- harassment training 

final statement – how a  business performs  depends  on the  culture within 

MIDTERM – 
Calculator 
Objectives section + essay 
-Multiple choice 20 
-Problem 25 
-Essay 55 -  regurgitation of  material and specific  information 
- current  events 

current assets- cash or anything that can be consumed within a year 
order of  liquidity 
cash
marketable securities – in value at date  of acquisition-  second most  liquid – can be  turned into cash in 24  hours 
accounts receivable- 31 days  
notes receivable – longer debts than accounts receivable- 31 days  to 365 days- with  interest rate and date  of maturity 
inventory-( raw material , finished  goods, goods in process) not market value ,  but cost  of  company to produce goods 
*prepaid expense-  only expense  not on income statement , a good that is paid  for in advance  of using it  ( insurance
 

general rule of thumb  current assets = 2X current  liabilities 

fixed asset- not to be sold , used on a  day to day basis (land  , buildings and equipment…no order) 
land- not current  market value , but date of acquisition
buildings – depreciation
equipment- depreciation 

depreciation method = straight line depreciation
 divide number  of years of useful  life of asset into  overall value  then subtract  from acquisition value 

Other- anything that isn’t current  or fixed 
Investments- 
Goodwill- reputation of business , value of name – determined at  point of sale 

LIABILITIES
 Current
Debts within  one year – not in any order 
Long term 
· over one year , bonds  , mortgages

Shareholder’s equity (net worth)
Common ( capital) stock
Retained earnings 

Ratio Analysis- logical  relationship between balance sheet and income statement ( items and as a whole)
 By  comparing and contrasting  you can determine how the company is doing.

By analyzing ratios and  comparing to industry standards , ,historical standards and company ratios  companies  can realize  their  financial welfare 


Liquidity  ratios:
Current ratio – C.A./C.L. – should be two to one
 quick ratio-also called  acid ratio test – C.A.-(INVENTORY+PREPAID EXPENSES)/ C.L.- one to one 
working capital – C.A. – C.L.

Operating ratios- 
-A.R. Turnover-  how many days it takes to collect a.r. = ( average  collection period)
A.R./AVG. DAILY SALES 
Avg. daily sales = net sales/365
-Inventory  Turnover =  COGS /AVG INVENTORY ( BEGINNING INV.. + ENDING INV/2)
tells the number of time  it turns  over in the year 


Indebtedness ratios
-debt to assets ratio = total debt / total assets 
house=300 000
down payment =30000
mortgage = 270 000

270 000/300 000= 90%

2009- 7 % inflation 
house = 321 000 
mortgage= 270 000
therefore down payment = 51 000

profitability ratio 

return on investment  = net profit / owners’ equity






MANAGERIAL OBJECTIVES AND  PLANNING

Goals
Depending on the situation goals differ :
Organization- max profit
Owner- higher dividends 
Consumer  - better products 
Owners- higher dividends 
Management – promotions 

Objectives  fore performance- the steps leading to a goal , short term steps to reach long term goal , the starting point of any business  , or any individual
 
The planned  method  of reaching a  goal is the strategy 

Goal setting 
-provides direction ,  guidance and  motivation 
 - assists in allocating  resources 
-helps define corporate culture

Goal is long term desired result 
Objectives are the  “ rungs in the ladder”  that  one  must achieve  in order to reach the long term goal 

Setting Goals and  Objectives 
· specific and measurable 
· time oriented 
· realistic  but challenging 
· set  by those responsible  for reaching them 
· must be balanced 
· integrated to performance appraisal 
· flexible 

Goals  lead to planning
Planning :
· How are we best going to use resources 
· Understanding the objectives, hence  understanding the  resources needed, and  how to allocate them 
A plan is a detailed  course of actions that covers a specific activity , specifies goals and short term objectives . from an organizational point of view   specifies  methods , and  human /material  resources , and specifies  time period .

Why  plan ? 
· focuses attention on  objectives and  goals 
· offsets uncertainty and change 
· minimizes  costs through efficiency  of operations 
· forces managers to be creative 
· helps integrate short and  long term plans 
· facilitates managerial control
Good planning  provides : 
· participation 
· sense of direction 
· coordination 
· control 
3 steps in planning 
determining mission goals 
formulate strategy  
 implement strategy 

Types of plans 

1-Strategic Plans : 
 Top level mngrs 
Broad plans how to achieve long term plans 

2-Tactical: short term plans born from strategy 

3-Operational: very detailed short-range plans 
Prepared  by first  level mngrs 

Strategy Formulation: 
Analyzing current situation to develop strategies to achieve the mission 
Accomplished by SWOT analysis 

The MANAGEMENT  PROCESS  cont’d
POLC 
 ORGANIZING- how  to use  existing  resources that  you have .  strategy formulation says  that you have to do have an understanding of  SWOT  ,  must  have an understanding of you are , the resources  you have and  the jobs you need to do to  a achieve  the goals that need to be achieved 
 
 Principles of  Organizing  - Lawrence  Urwick
when  you are sitting down and trying to set up a  structure for an organization  you need the principle of : 
· Objectives- Purpose of  business
· Specialization – ( think back to  mgmt evolution)  in order to increase  performance 
· Coordination -  despite the  specialization amongst  department s, they need  to work in unison 
· Authority – when setting  up an  organizational structure ,  each position must have the  right  to delegate responsibilities/create  obligations  to  others
· Responsibility – when  you give away authority you  are still ultimately responsible 
· Definition- each job in an organizational structure should  have a  job description 
· Parity of authority and responsible -  you cannot  hold  somebody responsibility  to someone with out authority , they are a  pair  
· Span  of  Management- there are  only  so many  people that one person can effectively manage ( usually  only  responsible for  7 people). The  more senior  the level , the less  people that  the manager is  directly responsible for.
· Balance -  not  only coordinating the areas ,  but  no one area  is  more important than the other 
· Homeostasis – all organizations are  living things  , any  living  organism self corrects over a period of time , the  structure  must change as  it dictates . as it evolves   certain needs arise  , or   decrease .

Types of  Departments 
 -Functional  Approach ( marketing , finance , accounting  ,  human resources) 
-Product Approach( General Motors – Chevrolet,  Buick  , Oldsmobile , Cadillac)
-Geography – ( East, West , North , South )
- Customer – ( computers – students , hospitals , offices , security ) 



ORGANIZATIONAL CULTURE AND CHANGE 
Organizational Culture- Each org. has its own culture 
-collection of values , norms and  behavior shared  by workers 
- culture controls the way workers  interact with each other

Two levels  of Culture 
Visible 
· See culture through its artifacts; what  you see  , hear and feel when you are within an organization 
Invisible 
· the  values  , beliefs  , and assumptions that  make  up  the  organizational  culture 
Creating and Sustaining  Culture 
 Culture is created and  sustained in 3 ways 
1.Hiring- hiring  , and keeping  employees  who think and feel like  mgmt 
2.Socialization – management socializes  employees to their way of thinking and feeling 
3. Role Modeling- top mangers serve as role  models 

Resistance to Change 
Individuals and organizations  resist change 
· People are resistant to change 
· Organizational resistance : new employees are sometimes brought in to   bring about  change  , and a new culture 


Motivation – people are always  motivated by internal rewards ( Maslow) 
  -external factors are also influential  to  affect  peoples  internal  needs 
- external  factors : bonus, promotion , salary increase 

What’s used today?
- quality  of work life ,   not taking work home,   just 9-5 
- modified work schedules 
 
 managers  must  guide their subordinates  
managers have  power  over  subordinates to give them orders to get the job done 
managers  must motivate  subordinates  so they want to get the  job done well

 leading= motivating= directing  

 5  Styles  of Managerial  leadership : 

 laissez faire – let it  happen 
bureaucratic – red tape – systems , rules  ,regulations 
autocratic-  dictators as mangers 
diplomatic – soft sell ideas , supervisor  plants seeds 
participative-  consultative 

COMMUNICATION – around the  process of  management is the art of  communication 
 The   meaning  of  communications – the transfer of  information from one  person to another , more than words s; includes facial, hand gestures , feelings , voice  inflections – based  93 % on  external  factors ,  7% is based on words 

 Importance  of  good communication:
· increase efficiency 
· -improve  quality  of  product/service 
·  become more responsive 
·  fosters innovation 

The basic  model:
 Sender--- message—receiver 
 The issue  comes with creating  common images  , we must encode , then decode  the message  to avoid   miscommunication 

 Sender( sends  message, verbal or non verbal )  through a channel to the receiver then the receiver  gives feedback  , but we all have different  perceptions 

 Enhanced  process 
Source--- encoding --- channel—decoding--- receiver
 Feedback 

 Potential  problems; 
· failure in encoding  , decoding  or a  failure in the transmission 

Barriers  to Effective  Communication : 
· hearing  information we want to hear ,  ignoring  information that  conflicts 
· credibility  of source 
· different  perceptions – we all view the same things differently 
· words mean different things to different  people ( 500  most common words have over  14000 different  meanings 
· jargon
· nonverbal 
· emotions – fear and  insecurity    lead to  a breakdown in communication
· noise-  psychological ( credibility) social( actions ) physical ( actual noise)
 Overcoming barriers 
· utilize feedback
· use many channels 
· use  face-to-face 
· be sensitive to audience 
· proper timing  of messages 
· reinforce  words with actions 
· use direct  simple  language 
· proper amount  of redundancy  ( tell  people what you’re going to say , say it  , and tell them what  you told them )
HUMAN RESOURCES  MGMT 
Managing the  most important  asset –People

Typical  Organization:
· training
· Employee benefits ( insurance, disability , bonus  , pension ,etc..)
· Counseling (outside of organization )( substance abuse , marital problems ,  problems with  children ,etc)
· Wage and Salary Administration ( avg. starting salary with b. com  $46,000)
· Labor relations (Unions)
· Employee selection ( formal hiring process), 3 months)
Recruitment –looking for an employee 
· word of mouth : meting people , professional conventions , 
· Government :  getting  people  off  of  unemployment ,  gov’t will assist  in finding   candidates.
· Private agencies ( head hunters) :  employers , or  potential employees can hire   to  find  candidate/job 
· College/University – primarily in the fall ,   for CA’s in August  or September
· Ads: newspapers, in a typical ad in the business section of the globe, there are 750 response 
· Professional  associations -  part of  networking , 

What  do  employers want today?

According to Conference  Board’s National  Business  and Education Centre 

Communication skills : ability to understand and speak ( no disfluencies) 
-Ability  to listen  and  learn 
-Ability to read and write

Thinking Skills 

Positive Attitude : line between arrogance and confidence 

Self Confidence 

High Standard of  Personal  Ethics

Sense  of  Responsibility – ability  to  plan and  manage time ,  money  and other resources 

Ability to Adapt  to Changes 

Teamwork Skills –

SLECTION PROCESS – (3-4months) 
· First  Contact ( walk in ; mail in )
· Application Form – put you in a  room and remove all other  resources to fill out the  application , to ensure that the resume  matches  the  application,  testing  on  writing skills 
· Interview – most widely  used , poorest indicator of  job performance , the decision is  made within the first two  minutes
· References- academic reference , non- academic reference  and a personal reference 
· Tests 
· Physical Exam 

RESUME = C.V.
-Personal  Cover  Letter . 
-1-2 pages , no longer 
- Typed 
-Action verbs – not only positions , but  what else  you have accomplished /achieve


personalize to  the business... tell  briefly why  you have the  necessary  skills for the position...PERSONALIZE.


 Nine  Most Often Asked  Interview Questions : 
1-Tell us about yourself
2-Why do you want to work  with us?- be specific to the company , know the  company that  you’re talking to , and what  you can offer them 
3- What are your strengths ?
4-What are your weaknesses?
5-What are  your two greatest accomplishments? Why?
6-What is your  biggest  disappointment ? Why?
7-Where do you see yourself in 5 years? 10 years?
8-Whats the  most  important thing  to you in  your life? Why?
9-Why should we  hire  you?

Interviewing Hints: 
· Be confident, never beg  for a  job!
· Research the company , show them how your skills will help them 
· Have a good resume
· Dress  effectively! Clothing is a tool. 
· Pick a job that suits  your personality 
· Overcome  fear  by seeing   as  many perspective  employers as possible 

Testing :
-Performance (skill) 
-Intelligence 
-Personality  
-Validity  Problems 

Training and development
On the  job training 
· coaching 
· job rotation 
· special assignments 
Off the  Job training 
-Classroom ( lectures)
-Cases 
-Role  Playing 

Compensation and  other functions 
· initial determination  of  income then what?
·  Plant services ( safety programs; suggestion plans; medical facilities; café.)
· Labor relations- involvement of  unions every few  years , contract negotiation + administration ,  grievance  procedures 
· Employee  benefits  and services – pension pans , life insurance. disability  insurance  ,  profit-sharing  plans 
Pensions-  money doubles  every seven years ,  most companies have  pension plans where  contribution is  obligatory , percentage of  income form  pay cheque goes into  pension , and the  organization matches  it. If  you  leave before the money vests ,  all you get  is   your contribution + interest  back .  Once it vests ( seven years)  you get all the money. Many business  it vests  immediately 

Pensions  should  give  70 %of  your last best years  salary  
CPP starts at  60 

Life insurance- one or two time  income form company 
Disability insurance – 1/3 will be disable at one  point  in ten  years 
Profit  sharing – many companies have  profit-sharing  based on how well the b business does  

Human Resources Trends 

Technology, Globalization and  Downsizing 
· Employees working at  home 
· Emphasis  on employee participation , teamwork  , quality , customer satisfaction 
· Better training ,  higher education of the  workforce 
Human Resources  Challenges :
-Complex  laws and regulations 
-Excess of  untrained  obsolete workers 
- more  older workers 
-low  morale due to  downsizing 
-increasing demand for  part-time workers ( full time + benefits = more expensive)
-cheap labor form low wage  countries 
need for new and innovative  compensation packages 

MARKETING 
- The sum of all  activities  from  conceptualization of the idea  , to  putting the product in the customers’  hands  and tweaking after its sold 
marketing  concept-  
Marketing- two  pronged  philosophy 
1) everything  is geared toward the consumer 
2) Everything  is  built  around profit  maximization 

Consumerism – reason for any org.’s existence  to meet the needs and wants of consumer – it is the businesses social + economic  justification 

Market  Segmentation 
-demographic ( age , sex, size,)
-geographic 
-personality 
income/lifestyle 
a few steps that  all marketers  must  understand : 
1) what are  you selling 
2)once  you totally understand what it is you are selling … you need  to  know who has a  propensity  to  buy that  product 
3)develop a  marketing  strategy to go after those people

in order to determine who has the  propensity   to buy  your  product ,  you  must  brake  it  down into smaller subsets  of people  , Market Segmentation , and  disregard those who will not   buy it.
What does marketing deal  with ? 
consumer goods: a good  produced and  sold to the ultimate consumer
· Convenience – bread  milk ,- convenience good dictates  pricing and distribution , at a convenience  good , prepared to accept  substitutes 
· Shopping- Christmas  gifts , sweaters , goods  that you shop around  for , comparing and  contrasting
· Specialty –photography , portraits,  high end  specialty  stores , no substitutes 
· Unsought goods- a cemetery plot ,  not something you are likely  to go  search for , a ‘negative’ good , something you only seek when  you need
Industrial Goods – not  sold  to consumers , sold to industrial users   who use them in production of consumer goods 

Services: fastest growing sector of Canadian economy , figure out what  you are good at  what  you are an expert  in 

Marketing  Mix : 
-Product 
-price
place
promotion 

and  public  image – each product has  its own image – Cadillac….it takes years to build credibility  but  minutes to lose it 

Product: 
-Understand  the product , as  more than just the  physical good , understand   all the things that go long with it 
-packaging , warranty, size ,shape ,color ,image , service 
-Strategies:
	-width depth and consistency width strategy  is reaching all  possible consumers , each niche  in the market , depth strategy is   creating  multiple  options at the  same  level , but  different  models  or styles ,  consistency strategy is   offering products that hey have knowledge about , clothing companies  venturing  into shoes , consistent with what you know 

each strategy  includes three basic elements , branding  ,packaging and  labeling 

Product  life cycle –
Introductory , growth ,maturity , saturation and declines
 
Marketers try to bring things  from  saturation  to  growth again  by redeveloping them 

Pricing 
Strategies:
-Cost-plus  : companies  look at how  much it costs to  make a product  and decide they want  10% returns , and 10%  to the  cost for the price
-Price  lining : having  different product lines …GM- Chevy , Oldsmobile  , Cadillac 
-Loss Leader :taking   leading product  , and selling it  at an extremely  low  price , just to get in you into the store , take a  loss on  one product  so people come and  get other things
-Bait/Switch: illegal  in Canada  , but  still done all the  time ,  promote a  product at a price  point and  when the consumers  come ,   the  product  they are  looking for   is ‘sold out’ but they offer  other products  just above  the  price of the  promoted good
-Skim the  Cream:  when n you don’t know  how much people are willing o pay  ,put  th e product at a high price , then slowly reducing the  price 
-Mass  penetration :  put the  product  at a low  price  ,  mass amount of sale ,  potential  initial loss  but the people buy in masses 
- Odd pricing (psychological pricing) – people  buy things  at  odd prices 
-Prestige Pricing -  creating a certain image  with a  product  by  pricing it accordingly 
-Promotional  pricing: giving  coupons  , designed to get the customer  in  with the  promise  of  discounts 

Distribution (place) 
channels  of  how  to get the  product to consumers...the series of  middlemen 
· Direct  :  same company that  produces , sells 
· Wholesaler :   selling to a warehouse  who divdes  into smaller  quantities and sell them to a  retailer 
· Retailer: manufacturer sells to retailer who sells to  customer 

Promotion:
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