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A

administrators, 5
advertising (institutional), 28
Anti-Trust Law, 37

articles of incorporation, 56. See also
corporation

authority, 9
pattern of, 101

B
business
definition, 18
kinds of business, 19
objectives of business, 19
business environment

matching the organization with the
environment, 24

types of, 24
business ethics, 36
and the lawmaking process, 37
areas of concern, 38
company sponsored ethics
program, 38
current issues, 38
improving ethical performance, 39
business firms
environment of, 20
business ownerships
major types, 50, 51-57
summary of features, 57
‘ minor types, 50, 58
business performance
measuring, 176
business trust, 58

C
commerce, 19

communication
barriers, 133-134

body language, 133
definition, 128
forms, 132
functions, 129
in organizations, 134-137
process, 129-131
consumers, 41
control, 69, 101
problems (identifying), 184-185
span of, 101-103
types, 176-178
control process, 175-176
controlling
definition, 3, 174
importance, 175
cooperatives, 57
coordination, 103
coping strategies, 27-28
corporate social responsibility. See social
responsibility
corporation
advantages, 55
definition, 55
disadvantages, 56
modifications, 57

D
decision making
approaches, 71
as a management responsibility, 64
definition, 65
process, 65-69
styles in the Vroom Model, 168
departmentation, 98
advantages, 101
divisional design, 105
downward communication, 135
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E
employee(s), 41. See also staffing
compensation, 121
grievance procedures, 136
health and safety, 41, 122
motivation techniques, 150-154
participation, 152
performance, 119, 178
relations, 122
separation, 120, 136
welfare, 41, 153-154
work behavior, 150
employment decisions, 120
environmental controlling, 28-29
creating favorable linkages, 28
manipulating the environment, 29
environmental uncertainty, 24
available survival strategies, 26
dimensions of, 24-25
ethics. See also business ethics
definition, 36
ethical advocate, 39
ethical codes, 39
ethics training, 39
executive recruitment, 28
Expectancy theory, 148
explanatory or causal models, 116
external environment, 20-24, 66

F
feedback, 69
control, 178
in goal-setting theory, 150
in the decision making process, 70
Fiedler’s Contingency Model, 166
financial analysis, 180
financial institutions, 22
financial plan, 83
components, 86
financial ratio analysis, 182-184
flat structure, 96
forecasting, 27, 72, 115
formal group, 94
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formal organization, 93

functional area plans, 83
parts, 83-86

functional design, 104

G
Goal Setting Theory, 149
goals, 80, 149
government agencies, 22
government regulation, 43, 52

H
Hersey and Blanchard Situational
Leadership Model, 166
Herzberg's Two-Factor Theory, 146-147
hiring. See staffing
horizontal communication, 137
human resource management plan, 83
contents, 86
human resource planning, 115
hybrid design, 105-106

|
informal groups, 94
institutional advertising, 28
integrity, 162
interest groups, 40
interlocking directorates, 28
internal environment, 66
inventory models, 71

J
job design, 151
job evaluation, method, 121
jobs, grouping of. See departmentation
joint stock company, 58
joint venture, 28

L
labor supply, 21. See also employee
leader
influence, 161
orientation toward tasks and
people, 166
traits to become effective, 161-163



leadership
nature, 161
skills, 163-164
leadership styles
appropriate contingency
approaches, 166-167
behavioral approaches, 164-165
classification, 164-165
leading, 160
line manager, 5
linear programming, 72
linkages, creating favorable, 28
lobbying, 29
lower level management, 4, 79

M
management
definition, 2
effectiveness and efficiency, 3
functions, 2
management and supervision,
levels of, 95, 163-164

management information system (MIS),
137-138

management principles, 9-10
management skills, 5-6
decision making skill, 64
manager
definition, 3

educating/training managers, 11,
118

leadership, 160
levels (by size of organization), 4
responsibilities, 3
types of, 5
managerial roles, 7-8
marketing plan, 83
contents, 84
Maslow’s need hierarchy theory, 145-146
relevance to management, 146
matrix design, 106
mechanistic design, 25
mergers, 28
middle management, 4, 79

Index

motivating, 144

motivation
contributing factors, 145
definition, 144
rewards, 151-152

techniques (for employees), 150-
154

theories, 145-150

mutual companies, 58
mutual insurance company, 58
mutual savings banks, 58

N
needs (basic), 146
network models, 72
nonverbal (oral) communication, 132

o}
operating budget, 178
organic design, 25-26
organization
characteristics, 9
definition, 8

designs of business organizations,
25

function, 9
principles, 1011
size, 4

types, 8

Organization for Economic Cooperation
and Development (OECD), 39

organization chart, 93
organization manual, 93
organizational control systems, 178
organizational designs, 104-107
organizational structure

and determinants, 93

basic elements, 96-103
organizing, 92

reasons, 93
owners, 40

P
partnership
advantages, 53-54
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definition, 53
disadvantages, 54
types, 54-55
Path-Goal Model of Leadership, 167—168
performance appraisal, 178
planning
at various management levels, 79
definition, 2, 78
making planning effective, 86-87
nature, 78
process, 80-82
types, 79
plan(s), 78
long-range financial plan, 178
types, 82

according to frequency of use,
83

functional area plans, 83
with time horizon, 83
policies and procedures, 179-180
policy manual, 93
power, 161
bases of, 161
production plan, 83
content, 85

Q
qualitative evaluation, 71
quality control circle (QCCQ), 153
quantitative evaluation, 71
queuing theory, 71

R
regression analysis, 72
resource flows, 29
rewards, 151-152

S
sampling theory, 73

Securities and Exchange Commission
(SEC), 56

services, 19
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simulation, 72
social actions
benefits and costs, 4243
social audit, 44
social responsibility, 40
strategies, 44
sole proprietorship, 51
advantages, 51-52
disadvantages, 52-53
staff manager, 5
staffing
definition, 115
effective, 114
evaluation of job candidates, 117
induction and orientation, 117
procedure, 115-120
recruitment, 116
selection, 116
training and development, 118 °
statistical decision theory, 73
statistical report, 178
strategic control systems, 180
strategic plan, 86, 178
strategy, 81

T
tall structure, 96

top management, 4, 79

trade associations, forming, 29
Truth in Lending Act, 37

U
upward communication, 135-136

\'}
verbal (oral) communication, 132
Vroom'’s Decision Making Model, 168

w
whistle-blowing, 39
work specialization, 97
written communication, 132



