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UNIT-1

Concept/MeaningofEntrepreneurship

Entrepreneurshipistheabilityandreadinesstodevelop,organize andrunabusiness
enterprise, along with any of its uncertainties in order to make a profit. The most
prominent example of entrepreneurship is the starting of newbusinesses.

Entrepreneurshipistheprocessofdeveloping,organizing,andrunninganewbusiness to
generate profit while taking on financial risk.

NeedofEntrepreneurship

Entrepreneurship usually plays a key part in contributing to the country's national
economy by generating wealth and paying taxes, which generally adds to a country's
grossdomesticproduct(GDP).Entrepreneursnotonlyinvesttheirown money,butthey also
draw money fromthe market.

CharacteristicsandQualitiesofEntrepreneurship
1) Creativity:

Creativity gives birth to something new. For without creativity, there is noinnovation
possible.Entrepreneurs usually havetheknacktopindownalotofideasandacton them.
Notnecessarilyeveryidea mightbeahit. But theexperience obtainedisgold.

Creativityhelpsincoming up withnewsolutions for theproblemsathandandallows one
to think of solutions that are out of the box.

2) Professionalism:

Professionalism is a quality which all good entrepreneurs must possess. An
entrepreneur’sbehaviorwiththeiremployeesgoesalongwayindevelopingtheculture of the
organization.

Alongwithprofessionalismcomesreliabilityanddiscipline.Self-disciplineenablesan
entrepreneur toachievetheirtargets,beorganizedandsetanexampleforeveryone.

3) Risk-taking:

A risk-taking ability is essential for an entrepreneur. Without the will to explore the
unknown,onecannotdiscoversomethingunique.Andthisuniquenessmightmakeall
thedifference.Risk-takinginvolvesalotofthings.Usingunorthodoxmethodsisalsoa risk.
Investingin ideas, nobody else believesin but youis a risk too.

Entrepreneurs have a differentiated approach towards risks. Good entrepreneurs are
alwaysreadytoinvesttheirtimeandmoney.But,theyalwayshaveabackupforevery risk they
take.



4) Passion:

Yourworkshouldbeyourpassion.Sowhenyouwork,youenjoywhatyou’redoingand stay
highly motivated. Passion acts asa driving force, withwhich, youare motivated to strive
for better.

Italsoallowsyoutheabilitytoputinthoseextrahoursintheofficewhichcanormay make a
difference..

5) Planning:

Perhaps,thisisthemostimportantofall stepsrequiredtorunashow.Withoutplanning, everything
wouldbe aloose stringas theysay, “If you fail toplan, you plan tofail.”

Planning is strategizing the whole game ahead of time. It basically sums up all the
resourcesathandandenablesyoutocomeupwithastructureandathoughtprocess for how to
reach your goal.

6) Knowledge:

Knowledgeisthekeytosuccess.Anentrepreneurshouldpossesscompleteknowledge of
hisindustry. For only with knowledge can adifficultybe solved or a crisisistackled.
Itenableshimtokeeptrackofthedevelopments andtheconstantlychanging requirements of
the market that he is in.

7) SocialSkills:

A skill set is an arsenal with which an entrepreneur makes his business work. Social
Skillsarealsoneededtobeagoodentrepreneur.Overall,thesemakeupthequalities required
for an entrepreneur to function.

SocialSkillsinvolvethefollowing:

RelationshipBuilding
HiringandTalentSourcing
TeamStrategyFormulation

8) Open-mindednesstowardslearning,people,andevenfailure:

Anentrepreneurmustbeaccepting. Thetruerealizationofwhichscenariooreventcan be a
useful opportunity is necessary. To recognize such openings, an open-minded attitude
is required.

Anentrepreneur shouldbedetermined.Heshouldfacehislosseswithapositive attitude and
his wins, humbly.



TypesofEntrepreneurship
01. Smallbusinessentrepreneurship

Thistypeofentrepreneurshipreferstoanykindofsmall businessthathasbeencreated by one
person, without the goal to expand or franchise. For example, if you were planning to
open a nail salon or a general store your goal would be to launch a single store. You'd
likely plan on hiring local employees or even family members to get your business off
the ground and would need to invest your resources directly into the business.

02. Scalable startupentrepreneurship

Rooted in the idea of changing the world, scalable startups focus on how to create a
businessmodel thatisbothrepeatableandscalable(moresaleswithmoreresources).
Fromthegetgo,thisstyleofentrepreneurshipbeginswiththehopeofrapidexpansion and big
profit returns. Amazon, Google and Apple are all examples of startups that have
changed the world.

03. Intrapreneurship

Unlikeanentrepreneur,whoisalsothefounder,designerandmanagerofabusiness,
anintrapreneurisaself-motivated,andaction-orientedemployeewhothinksoutofthe box
and works as an entrepreneur within a company. Intrapreneurship is a way that
companies can support and encourage employeesthat have entrepreneurial spirit.

04. Largecompanyentrepreneurship

Large company entrepreneurshiprefers to companies like Disney, Google,Toyota, and
Microsoftwho havefinitelife cycles, asin,they keepinnovating andoffering consumers
newproducts that are variants around their core product-line.

06. Innovativeentrepreneurship
Innovativeentrepreneurs,asthenamesuggests,areconstantlytryingtocomeupwith the
next big thing. If you have groundbreaking ideas of how to start a business or specific
services and products that can become business ventures, you might be an innovative
entrepreneur.

07. Buyerentrepreneurship

You’veprobablyheardthesaying“moneymakesmoney”, andforabuyerentrepreneur this
definitely rings true. Instead of figuring out how to raise money for a business, a buyer
entrepreneur purchases either a developing or well-established company and helps
them thrive.


https://www.wix.com/blog/2019/10/how-to-start-a-business/
https://www.wix.com/blog/2019/08/how-to-raise-money-for-a-business/

10.SocialEntrepreneurship

Social entrepreneursareinnovatorswhosemaingoalistocreateproductsandservices that
both benefit the world, and make money. Social entrepreneurship relates to nonprofit,
for-profit, or hybrid companies that are committed to social or environmental change.
Some examples include educational programs, microfinance institutions, and
companies that provide banking services in undeveloped countries.

MANAGERVSENTREPRENEUR

Thetermsentrepreneurandmanagerareconsideredoneandthesame.Butthetwo terms
have different meanings.

Manager is a person who is responsible for performing the functions of management

suchasplanning,organizinganddirectingthegrouptowardsthegoalsofmanagement.

Entrepreneur is also a person who starts the business and utilizes the resources of
men, money, materials and machines.
ThedifferencebetweenentrepreneurandmanagerisgivenintheflowingTable.

SI.No. | Criteria Entrepreneur Manager

1 Motive The main motive of an Butthemainmotiveofamanageris to
entrepreneuristostartaventure by | render his services in an enterprise
setting up an enterprise. He already set up by someone else i.e.
understandstheventureforhis entrepreneur.
personal gratification.

2 Status Anentrepreneuristheowner of Amanageristheservantinthe
the enterprise. enterprise owned by the

entrepreneur.

3 RiskBearing An entrepreneur being the Amanagerasaservantdoesnot bear
owner of the enterprise any risk involved in the enterprise.
assumes all risks and
uncertaintyinvolvedinrunning
theenterprise.

4 Rewards Therewardanentrepreneurgets forj Amanagergetssalaryasrewardfor the
bearing risks involved in the services rendered by him in the
enterpriseisprofitwhichishighly enterprise.Salaryofamanageris certain
uncertain. and fixed.

5 Innovation Entrepreneur himself thinks But, what a manager does is
overwhatandhowtoproduce simply to execute the plans
goods to meet the changing preparedbytheentrepreneur.
demands of the customers. Thus, a manager simply
Hence,heactsasaninnovator translates the entrepreneur’s
also called a ‘change agent’ ideas into practice.

6 Qualification An entrepreneur needs to On the contrary, a manager
possess qualities and needs to possess distinct
qualifications like high gualifications in terms of sound
achievement motive, origi- knowledgeinmanagementtheory
nalityinthinking,foresight,risk and practice
-bearingabilityandsoon.




FunctionsofanEntrepreneur—

1. ToPreparePlan:
Thefirstandforemostfunctionofanentrepreneuristopreparetheplan or
scheme of production i. e. the scale of production, types ofgoods to be
produced and its quantity.

2. SelectionoftheSite:

The entrepreneur makes the selection of the site for the factory to
beinstalled. The place should be near the market, railway station or
busstand. The selection of the place may be near the source of
rawmaterialsalso.Theselectionoftheplacehasanimportantbearingonth
e cost of production.

3. ProvisionofCapital:

Capital is required to install a factory or an industry. Capital
isrequired at all the stages of business. It is not necessary that
theentrepreneurshouldinvesthisowncapital. Therefore,hehastotraceou
t a capitalist, to make provision for capital for the investment. Hetries
to obtain capital at thelowest possiblerate of interest.

4. ProvisionofLand:
Aftermakingprovisionofcapitalandselectionofsite, hehastoarrangefor
land. Land is either purchased or hired.

5. ProvisionofLabour:

Inmoderntimes; different
typesoflabourarerequiredtoproduceonetypeofcommodity.Theentrepre
neurhastomakeprovisionforlabourfrom different places.

6. Purchaseof MachinesandTools:
Itisthefunctionoftheentrepreneurtopurchasemachinesandtoolsin
order to start and continue the production.

~. ProvisionofRawMaterials:

It is the entrepreneur who makes provision for raw materials.
Hepurchasesthebestqualityofrawmaterialsattheminimumcost.Healso
knows the sources of raw materials.




8. Co-OrdinationoftheFactorsofProduction:

One of the main functions of the entrepreneur is to
coordinatedifferentfactorsofproductioninpropercombinations,sothatt
hecostof production is reduced to the minimum.

9. DivisionofLabour:
Thesplittingupofproductionintodifferentpartsandentrustingthemto
different workers is also the function of an entrepreneur. Thus,
theentrepreneur decides the level andtype of division of labour.

10. QualityofProduct:
Keepinginviewthecompetitioninthemarket,theentrepreneurhasto
determine the quality of his product. He is to decide whether
thegoodsproducedshouldbeofsuperiorqualityonlyorbothofsuperioran
d ordinary qualities.

11. SaleofGoods:
Theresponsibilityoftheentrepreneurisnotonlytoproducegoodsbutalso
to sell his produce He employs a good number of salesmen tomarket
the goods. He makes arrangement for publicity to push up thesales.
He adopts both informative and persuasive methods to achievehis

goal.

12. Advertisement:

It is the duty ofan entrepreneur to do advertisement explaining
thesuperiorityandqualityofhisgoodsthrough
newspapers,magazines,radio, TV, etc. Advertisement is done to create
and increase thedemand or sale of his goods.

13. SearchforMarkets:

The entrepreneur has to explore markets for his products.
Heproducesgoodsinaccordancewiththeconsumers’tasteswhichcanbek
nown from market trends.




14. Supervision:

Oneofthemainjobsofanentrepreneuris
tosuperviseallthefactorsengaged production process. Hehasto
superviseevery littledetail soas to ensure maximum production and

economy.

15. ContactwiththeGovernment:
Theentrepreneurhastomakecontactswiththegovernmentbecausethe
modern production system is controlled by the government inseveral
ways. A licence is taken before the start of production.
Theentrepreneur has to abide by certain rules and regulations
ofproduction and has to pay taxes regularly.

16. QuantityofProduction:

The entrepreneur determines the quantity of production keeping
inviewthedemandforgoodsandtheextentofmarket. Howmuchgoodsaret
o beproduced is the mamdecision taken bythe entrepreneur.

17. Risk-Taking:
Risk-takingisthemostimportantfunctionofanentrepreneur.Hehasto
pay to all the other factors of production in advance. There
arechances that he may be rewarded with a handsome profit or he
maysuffer a heavy loss. Therefore, the risk-bearing is the
finalresponsibility of an entrepreneur.

18. Innovation:

Innovation plays an important role in modern business.
Theentrepreneurmakesarrangementsforintroducinginnovationswhich
help in increasing production on theone hand and reducing costs
onthe other. Innovations may take the form of the introduction of
newmethodsintheprocessofproductionorintroducingimprovementsint
he existing methods.




BarrierstoEntrepreneurship:

#1Finances

We are all bustling with ideas that are unique and can make for an
amazingbusiness start-up. But no _matter how good your idea is, you will
always needstable finances and funding from the investors to begin the
process and takethe first step towards your journeyof entrepreneurship.

#2Fearofnottobeasuccess

Weallgo through the fearof failure. And ifthe fearisassociated with therisksand
stakes taken in the stream of business and entrepreneurship, the level
offearelevates.Thereisafearif weareon theright track,istheideaworthwhile,will
there be profit, will | find investors, and various such fears andtensionsact as
the Barriers to Entrepreneurship.

#3Nostrategicplaninplace

Lack of proper planning and strategy in place is one of the most
commonBarriers to Entrepreneurship. Many of us think to build a business out
of ahobby without having any sort of long term and short term vision and plan
inmind.Running a fully-fledged business or being an entrepreneur requires
ahuge amount of skill set, passion for excelling, strateqgic vision, the mission
toaccomplish the goals, market research, and a lot more.

#4Humanresourceissues

Entrepreneurs cannot handle and run a business alone by themselves.
Werequire the support of human resource to carve a niche in
themarket.Employeeswith the  required knowledge, expertise, and
experienceare needed for the efficiency of the business processes and high
levels ofproductivity.

#5Stringentrulesandregulationsofthemarket

It isnot
veryeasyforentrepreneurstoenterthenewmarketastherearequitemanyrules and
regulations imposed bythe government authorities.
Plus there are various laws and compliances to be adhered to such
astaxation, environmental regulations, licenses, property rights, and much
morethan act as the Barriers to Entrepreneurship.




#6Feweropportunities

Even though there is a lot of talent pool in the market with the
aspiringentrepreneurs buzzing with the ideas, but the opportunities presented
to themare quite less and fewer.Reasons such as nepotism and corruption act
as theBarrierstoEntrepreneurshipwithnotmanyvitalandlucrativeopportunities.

#71L ackofcapacity

Even if there are opportunities presented to the aspiring entrepreneurs,thereis
a lack of capacity in some them to embrace the opportunities with openarms.
The reasons can vary from lack of knowledge, lack of education, lack
ofwillingness, lack of strategic knowledge, and cultural hindrances
amongstothers; but the factor of motivation and zeal gets missing.To start a
newbusiness venture amidst all the risks and market-related issues,it requires
alot of hard work, passion, and high capacityto handle allof it.

#8lLessmarketexperience

The experts always mention that one should never rush in setting up
abusiness. It is quite necessaryto gain a relative amount ofwork experience
byworking in_the industry domain or sector of choice and as per the
educationlevels. Italso helps to sharpen the required expertise and find the
ground inthe career graph.Once the person is ready to take risks and have a
relativeamount  of market exposure, he is readyto take the
entrepreneurialplunge.

#9L ackofrisk-takingcapacity

It is always said that entrepreneurs never sail in safe waters and are
neverconfined to their comfort zones. Lack of risk-taking capacity is
thepsychological mindset and perspective towards the business and acts as
oneof the major Barriers to Entrepreneurship.The budding entrepreneur has
tohave a structured and organized approach towards the various
businesselements and should risks rather than averting them.

#10lnadequatetraining

With no proper education, development, training, entrepreneurial skKills,
andtechnical know-howacts as the Barriers to Entrepreneurship.

#11Lackofpractical knowledge

Having a strong educational background is just not enoughtopursuebusiness
as it requires practical knowledge as well to stay relevant amidst thevarious
market cycles. And manyentrepreneurs lack practicalknowledge.




FORMSOFBUSINESSOWNERSHIP

1. SoleProprietorships
Thevastmajorityofsmallbusinessstartoutassoleproprietorships.Thesefirms are
owned by one person, usually the individual who has day-to-day responsibility for
runningthebusiness.Soleproprietorsownalltheassetsofthebusinessandtheprofits
generated by it. They also assume complete responsibility for any of its liabilities or
debts. In theeyesofthelawand thepublic, you are oneinthe same with thebusiness.

AdvantagesofaSoleProprietorship

Easiestandleastexpensiveformofownershiptoorganize.
Soleproprietorsareincompletecontrol,andwithintheparametersofthelaw,may make
decisions as they see fit.
Soleproprietorsreceiveallincomegeneratedbythebusinesstokeeporreinvest.
Profitsfromthebusinessflow-throughdirectlytotheowner’spersonaltaxreturn.
Thebusinessiseasytodissolve,ifdesired.

DisadvantagesofaSoleProprietorship
Soleproprietorshaveunlimitedliabilityandarelegallyresponsibleforalldebtsagainst the
business. Their business and personal assets are at risk.

Maybeatadisadvantageinraising fundsandareoftenlimited tousingfundsfrom
personal savings or consumer loans.
Mayhaveahardtimeattractinghigh-caliberemployees,orthosethataremotivatedby the
opportunity to own a part of the business.
Someemployeebenefitssuchasowner’'smedicalinsurancepremiumsarenotdirectly
deductiblefrombusinessincome(onlypartiallydeductibleasanadjustmenttoincome).

2. Partnerships

In a Partnership, two or more people shareownership ofa single business.The
Partners should have a legal agreement that sets forth how decisions will be made,
profits will be shared,disputes will be resolved, howfuture partners will be admitted to
thepartnership,howpartnerscanbeboughtout,orwhatstepswill betakentodissolve the
partnership when needed.
AdvantagesofaPartnership

Partnershipsarerelativelyeasytoestablish;howevertime shouldbeinvestedin
developing the partnership agreement.
Withmorethanoneowner,theabilitytoraisefundsmaybeincreased.
Theprofitsfromthebusinessflowdirectlythroughtothepartners’personaltaxreturns.
Prospectiveemployeesmaybeattractedtothebusinessifgiventheincentiveto
become a partner.
Thebusinessusuallywillbenefitfrompartnerswhohavecomplementary skills.



DisadvantagesofaPartnership

Partnersarejointlyandindividuallyliablefortheactionsoftheotherpartners.
Profitsmustbesharedwithothers.

Sincedecisionsareshared,disagreementscan occur.
Someemployeebenefitsarenotdeductiblefrombusinessincomeontaxreturns.
Thepartnershipmayhavealimitedlife;itmay enduponthewithdrawal ordeathofa partner.

TypesofPartnershipsthatshouldbeconsidered:

GeneralPartnership

Partners divide responsibility for management and liability, as well as the shares of
profitorlossaccordingtotheirinternal agreement.Equal sharesareassumedunless there is
a written agreement that states differently.

LimitedPartnershipandPartnershipwithLimitedLiability

“Limited” means that most of the partners have limited liability (to the extent of their
investment) as well as limited input regarding management decisions, which generally
encouragesinvestorsforshorttermprojects,orforinvestingincapital assets.Thisform of
ownership is not often used for operating retail or service businesses. Forming a
limited partnershipis more complexand formal than thatof a general partnership.

JointVenture

Acts like a general partnership, but is clearly for a limited period of time or a single
project. Ifthepartnersinajointventurerepeattheactivity,theywillberecognizedasan ongoing
partnership and will have to file as such, and distribute accumulated partnership assets
upon dissolution of the entity.

3.Corporations

A corporation, chartered by the statein whichitis headquartered,is considered bylaw to
be a unique entity, separate and apart from those who own it. A corporation can be
taxed; it can be sued; it can enter into contractual agreements. The owners of a
corporationareitsshareholders.Theshareholderselectaboardofdirectorstooversee the
major policies and decisions. The corporation has a life of its own and does not
dissolve when ownership changes.

AdvantagesofaCorporation

Shareholdershavelimitedliabilityforthecorporation’sdebtsorjudgmentsagainstthe
corporations.

Generally, shareholders can only be held accountable for their investment in stock of
thecompany.(Notehowever,thatofficerscanbeheldpersonallyliablefortheiractions, such
as the failure to withhold and pay employment taxes.)
Corporationscanraiseadditionalfundsthroughthesaleofstock.



Acorporationmaydeductthecostofbenefitsitprovidestoofficersandemployees.
CanelectScorporationstatusifcertainrequirementsare met.Thiselectionenables
company to be taxed similar to a partnership.

DisadvantagesofaCorporation

Theprocessofincorporationrequiresmoretimeand moneythanotherformsof
organization.

Corporationsaremonitoredbyfederal,stateandsomelocal agencies,andasaresult may
have more paperwork to comply with regulations.
Incorporatingmayresultinhigheroveralltaxes.Dividendspaidtoshareholdersarenot
deductible formbusinessincome, thus thisincome can be taxed twice.

4.LimitedLiabilityCompany(LLC)

The LLCisa relativelynewtype ofhybridbusiness structurethatisnowpermissiblein most
states. It is designed to provide the limited liability features of a corporation and the tax
efficiencies and operational flexibility of a partnership. Formation is more complexand
formal than that of a general partnership.

The owners are members, and the durationof the LLCis usually determined when the
organization papersarefiled. Thetimelimitcanbe continuedifdesiredbyavoteofthe
members at the time of expiration. LLC’s must not have more than two of the four
characteristics that define corporations: Limited liability to the extent of assets;
continuity of life; centralization of management; and free transferability of ownership
interests.



WhatlsaStartup?

Astartupisayoungcompanyfoundedby one ormoreentrepreneursto develop a
unique product or service and bring it to market. By its nature, the typical startup
tends to be a shoestring operation, withinitial funding from the founders or their
friends and families.

KEYTAKEAWAYS

« Astartupisanentrepreneurial ventureinsearchofenoughfinancial
backing to get off the ground.
« Thefirstchallengeforastartupistoprovethevalidityoftheconceptto
potential lenders and investors.
« Startupsarealwaysriskypropositionsbutpotentialinvestorshaveseveral
approaches to determining their value.
Oneofthestartup'sfirsttasksisraisingasubstantialamountofmoneytofurther develop
the product. To do that, they have to make a strong argument, if not a prototype,
that supports their claim that their idea is truly new or a great improvement to
something on the market.

Thougha vast majority of startups fail, some of history's most successful
entrepreneurscreatedstartupslikeMicrosoft,foundedbyBill Gates;Ford Motors,
founded by Henry Ford; and McDonald's, founded by Ray Kroc.

UnderstandingStartups
Intheearlystages,startupcompanieshavelittleornorevenuecomingin.They have an
idea that they have to develop, test, and market. That takes considerablemoney,
andstartupowners haveseveral potential sourcestotap:

« Traditional funding sources include small business loans from banks or
creditunions,government-sponsoredSmallBusinessAdministrationloans
from local banks, and grants made by nonprofit organizations and state
governments.

o So-called incubators, often associated with business schools and other
nonprofits,providementoring,officespace,andseedfundingtostartups.

« Venture capitalists and angel investors actively seek out promising
startupstobankrollinreturnforastakeinthecompanyonceitgetsoffthe ground




WhatdoesDICmean?

The District Industries Center (DIC) is the institution at the district level,which provides all
the services and support facilities to the entrepreneurs for settingup Small and Village
Industries with the aim of promoting, facilitating and developing industrial growth.

NationalSmallindustriesCorporation

National Small Industries Corporation (NSIC), is an ISO 9001-2015 certified
GovernmentofindiaEnterpriseunderMinistryofMicro,Small andMediumEnterprises
(MSME). NSIC has been working to promote, aidand foster the growth of micro, small
and medium enterprises in the country

THE ODISHA SMALL INDUSTRIES CORPORATION LTD. (OSIC) was established on 3rd April,
1972 as a wholly owned Corporation of Government of Odisha. The basic objective of the
Corporation is to aid ,assist and promot the MSMEs in the State for their sustained growth and
development to gear up the industrialization process in the State. Although there are a number of
other State Corporations looking after various aspects of industrial development,yet this is the only
CorporationintheStateexclusivelyengagedinthe developmentof theMSMEswhichform theback bone
of industrial sector in the state.

SmallindustriesDevelopmentBankof India (SIDBI)setupon2ndApril1990underanActof Indian
Parliament, acts as the Principal Financial Institution for Promotion,Financing and
Development of the Micro, Small and Medium Enterprise (MSME) sector as well as for co-
ordination of functions of institutions engaged in similar activities.

NationalBankforAgricultureandRuralDevelopment

National Bank for Agriculture and Rural Development (NABARD) is an Apex
Development Financial Institution in India. The Bank has been entrusted with "matters
concerningPolicyPlanningandOperationsinthefieldofcreditforAgricultureandother
Economic activities in Rural areas in India"



KhadiandVillageIndustriesCommission

The Khadi and Village Industries Commission (KVIC) is a statutory body formed in
April 1957 (as per an RTI) by the Government of India, under the Act of Parliament,
'‘Khadi andVillagelndustriesCommissionActof1956'.Itisanapexorganisationunder the
Ministry of Micro, Small and Medium Enterprises, with regard to khadi and village
industries withinindia,whichseeksto -"plan,promote, facilitate,organiseandassistin the
establishment and development of khadi and villageindustriesin the rural areas in
coordination with other agencies engaged in rural development wherever necessary

WhatlsaCommercialBank?

Acommercial bankisatypeoffinancialinstitutionthatacceptsdeposits,offers
checking account services, makes various loans, and offers basic financial
products like certificates of deposit(CDs) and savings accounts to individuals
and small businesses. A commercial bank is where most people do their
banking, as opposed to aninvestment bank.

Commercial banksmakemoneybyprovidingloans andearninginterestincome
fromthoseloans. Thetypesofloansacommercial bankcanissuevaryandmay
include mortgages, auto loans, business loans, and personal loans. A
commercial bank may specialize injust one or a few types of loans.



TechnologyBusinessincubator(TBI)

is an entity, which helps technology-based start-up businesses with all the necessary
resources/supportthatthestart-upneedstoevolveandgrowintoamaturebusiness.Typically, TBIs provide
budding entrepreneurs all necessary infrastructure support, technology/prototype
developmentsupport,researchassistance,help ingetting funding,businessconsulting assistance,
marketing assistance anddo whatever is necessarytomakethe start-up asuccess.

Theprimarygoalof abusinessincubatoristofacilitateeconomicdevelopmentbyimproving survival and
growth of new entrepreneurial units. Incubators accelerate the development of young
entrepreneurial units from ‘idea stage’ to independent self-sustaining successful business. The
phenomenal growth of the incubators has taken place world over in last two decades. The concept
hasbenefitedmanycountries inutilizing technologyasameans for their economic development.

Science&TechnologyEntrepreneurshipPark(STEP)

The Science Parks and similar initiatives help in creating an atmosphere for innovation and
entrepreneurship; for active interaction between academic institutions andindustriesfor sharing ideas,
knowledge, experience and facilities for the development of new technologies and their rapid transfer
to the end user.

The Science & Technology Entrepreneurs Park (STEP) programme was initiated to provide a re-
orientation in the approach to innovationand entrepreneurship involving education, training, research,
finance, management and the government. A STEP creates the necessary climate for innovation,
information exchange, sharing of experience and facilities and opening new avenues for students,
teachers, researchers and industrial managers to grow in a trans-disciplinary culture, each
understanding and depending on the other's inputs for starting a successful economic venture. STEPs
are hardware intensive withemphasis oncommon facilities, services and relevantequipments.



UNIT-2
MARKETSURVEYANDOPPORTUNITYIDENTIFICATION(BUSINESSPLANNING)

businessplannin

Abusinessplanisawrittendocument thatdescribesindetail howabusinessusuallya startup
defines its objectives and how it is to go about achieving its goals. A business plan lays
out a written roadmap for the firm from each of a marketing, financial, and operational
standpoint.

SMALLSCALEINDUSTRIES(SSI)

The small scale industrial sector comprising micro and small enterprises (previously known as tiny and
small industrial sector) has been recognized as an engine of growth all over the world. This sector is
characterizedbylowinvestmentrequirement,operationalflexibility,locationwisemobility,andimport
substitutions. They have been the prime mover of industrial development in many developed
economies. The small scale industrial units are the roots and fruits of economic activities. They provide
way of life to more number of people. With less amount of capital investment, this sector contributes
more towards GDP, provides more employment opportunities, offers unique product and service
offerings, and serves customers with personal attention. Though the large and medium types of
industriesmaketheinfrastructureandskeletonofan economy,theblood,fleshandskinofaflourishing
economy is made up of small scale industrial units.

ANCILLARYUNIT

An industrial unit which is engaged or is proposed to be engaged in the manufacture or
production of parts, components, sub- assemblies, tooling or intermediaries, or the rendering
of services and the undertaking supplies or renders or proposes to supply or render not less
than 50 percent of its production or services, as the case may be, to one or more other
industrial takings and whose investment in fixed assets in plant and machinery whether held
on ownership termsor onlease oron hirepurchase, does not exceed Rs 75lacs.

TINY UNIT

A tinyunitisthebusinessenterprise whoseinvestmentinplantandmachineryisnotmorethan 25
lakhs. Investment limit is25 lakhsin this type of unitWhile an ancillary unit is the unit which
supplies not lessthan 50% of its production to theparent unit.

SERVICESECTORUNIT

Theservicesectorproducesintangiblegoods,morepreciselyservicesinsteadofgoods,andit includes
various service industries including warehousing and transportation
services;informationservices;securitiesandotherinvestmentservices;professionalservices;
wastemanagement;healthcareandsocialassistance;andarts,entertainment,andrecreation.



« Theservicesectoristhethirdsectorofthe economy,afterrawmaterials
production and manufacturing.

« Theservicesectorincludesawidevarietyoftangibleandintangible
services from office cleaning to rock concerts to brainsurgery.

« Theservicesectoristhelargestsectoroftheglobal economyintermsof value-
added and is especially important in more advanced economies.

TIMESCHEDULEPLAN

Setaregulartimetodoyourscheduling—atthestartofeveryweekormonth,for example.

Thereareanumberofdifferenttoolstochoosefrom.Asimple andeasywaytokeepa
scheduleis touse a pen and paper, organizing your time usinga weekly planner.You
can also use apps and software.

Stepl:ldentifyAvailableTime

Startbyestablishingthetimeyouwantto makeavailableforyourwork.Howmuchtime you
spend at work should reflect thedesign ofyour job and your personal goalsinlife.

Forexample,ifyou'repushingforpromotion,itmightbeprudenttoworkbeyondnormal hours
each day to showyour dedication. If, onthe other hand, you want tohave plenty of time
for out-of-work activities, you might decide to do your allocated hours and no more.

Step2:ScheduleEssential Actions

Next,blockintheactionsyouabsolutelymusttaketodoagoodjob.Thesewill oftenbe the
things you are assessed against.

For example, ifyou manage people, make sure that you have enough time available to
dealwithteammembers'personalissues,coaching,andsupervisionneeds.Also,allow time
to communicate with your boss and key people around you.

Step3:ScheduleHigh-PriorityActivities

ReviewyourTo-DoList,andscheduleinhigh-priorityandurgentactivities,aswell as essential
maintenance tasks that cannot be delegated or avoided.

Try toarrange these for the times of day when you are most productive — for example,
somepeopleareattheirmostenergizedandefficientinthemorning,whileothersfocus more
effectively in the afternoon or evening.



Step4:ScheduleContingencyTime

Next, schedule some extra time to cope with contingencies and emergencies.
Experiencewill tell youhowmuchtoallow—ingeneral,themoreunpredictableyour job, the
more contingency time you'll need. (If you don't schedule this time in, emergencies will
still happen and you'll end up working late.

ASSESSMENTOFSUPPLYANDDEMAND

Supplyanddemand,ineconomics,relationshipbetweenthequantitiesofacommodity that
producers wish to sell at various prices and the quantity that consumers wish to
buy.ltisthemainmodel of pricedeterminationusedineconomictheory.Thepriceofa
commodity is determined by the interaction of supply and demand in a market. The
resulting price is referred to as the equilibrium price and represents an agreement
between producers and consumers of the good. In equilibrium the quantity of a good
supplied by producers equals the quantity demanded by consumers.

Supply and demand

price p >

quantity q
© 2013 Encyclopaedia Britannica, Inc.

lllustrationoftherelationshipofpricetosupply(S)anddemand (D).

DemandCurve

The quantity of a commodity demanded depends on the price of that commodity and
potentiallyonmany other factors, suchastheprices ofothercommodities, theincomes and
preferences of consumers, and seasonal effects. In basic economic analysis, all
factors except the price of the commaodity are often held constant; the analysis then
involves examining the relationship between various price levels and the maximum
guantitythatwouldpotentiallybepurchasedbyconsumersateachofthoseprices.The price-
guantitycombinationsmaybeplottedonacurve,knownasa demandcurve,with
pricerepresentedonthevertical axisandquantityrepresentedonthehorizontal axis.A
demand curve isalmost always downward-sloping, reflecting the willingness of


https://www.britannica.com/topic/demand-curve

consumerstopurchasemoreofthecommodityatlowerpricelevels.Anychangein ~ non-
pricefactorswouldcauseashiftinthedemandcurve, whereaschangesinthe price of the
commodity can be traced along a fixed demand curve.

A shift in demand

© 2013 Encyclopaedia Britannica, Inc.

increase indemandlllustrationofanincrease inequilibriumprice (p)and equilibriumquantity(g)dueto a shift
in demand (D)

EncyclopaediaBritannica,inc.

SupplyCurve

The quantity of a commodity that is supplied in the market depends not only on the
priceobtainableforthecommoditybutalsoonpotentiallymanyotherfactors,suchas
theprices of substitute products, the production technology,and the availability
andcostoflabourandotherfactorsofproduction.Inbasic economic analysis,analyzing
supply involves looking at the relationship between various prices and the quantity
potentially offered by producers at each price, again holding constant all other factors
that could influence the price. Those price-quantity combinations may be plotted on a
curve,knownasasupplycurve,with pricerepresentedontheverticalaxisandquantity
represented on the horizontal axis.A supply curve isusuallyupward-sloping,reflecting
the willingness of producers to sell more of the commodity they produce in a market
with higher prices. Any change in non-price factors would cause a shift in the supply
curve,whereaschangesinthepriceofthecommoditycanbetracedalongafixedsupply curve.


https://www.britannica.com/topic/supply-curve

A shift in supply

\

© 2013 Encyclopzedia Britannica, Inc.

decreaseinsupplylllustrationofanincreaseinequilibriumprice(p)andadecreaseinequilibrium quantity
(g) due to a shift in supply (S).

Identificationofbusinessopportunities

1. Listentoyourpotentialclientsandpastleads

Whenyou’retargetingpotentialcustomerslistentotheirneeds,wants,challengesandfrustrations with
your industry. Have theyused similar products and services before?What did they like and
dislike?Whydid theycome to you?What are their objections to your products or services?

Thiswillhelpyoutofindopportunitiestodevelopmoretailoredproductsandservices,honeyour target
market and identify and overcome common objections.

2. Listentoyourcustomers
Whenyou’retalkingtoyourcustomerslistentowhattheysayingaboutyourindustry,productsand services.
What are their frequently asked questions? Experiences? Frustrations? Feedback and complaints?

Thisvaluablecustomer informationwillhelp you identifykeybusinessopportunities toexpandand
develop your current products and services.

3. Lookatyourcompetitors

Doalittlecompetitiveanalysis(don’t letitleadtocompetitiveparalysisthough)toseewhatother startups
aredoing, and more importantly, notdoing?Where arethey falling down?Whatare they doing
right? What makes customers go tothem over you?



Analysingyourcompetitorswillhelpyouidentifykeybusinessopportunitiestoexpandyourmarket reach
and develop your products and services.

4. Lookatindustrytrendsandinsights
Subscribetoindustrypublications, joinrelevantassociations,setGooglealertsfor keyindustryterms and
news and follow other industryexperts onsocial media.

Absorbyourselfinyourindustryandcontinuallyeducateyourselfonthelatesttechniquesand trends.

FinalProductSelectionProcess

Therearethreebasicstages/stepsinvolvedinproduct/ventureselection. Theseare idea generation,
evaluation, and choice.

IdeaGeneration: Productideasorinvestmentopportunitiescomefromdifferentsources such

as business/financial newspapers, research institutes, consulting firms, natural resources,
universities, competitors. etc

Thestartingpointforideagenerationcouldbeasimple analysisofthebusiness’sstrengths and
weakness. Ideas could also be generated through brainstorming, desk research and

various types of management consensus procedures.

Evaluation: Screeningoftheproductideasisthefirststepillevaluation.Suchcriteriaas
thepotentialvalueoftheproduct,timemoneyandequipmentrequired, fittingofpotential product
into the business’s long-range sales plan and availability of qualified people to handle its
marketability need be thoroughly considered.

Eachidentifiedproduct/investmentopportunityneedstobeadequatelyevaluated.Apre-
feasibility study of the product market, technical and financial aspect is necessary at this
stage to have a clear picture of the associated cost and benefits.
Apre-feasibilityisapreliminaryversionofafeasibilitystudy. Itissimilartoafeasibilitystudy except
that it is less detailed. It is usuallycarried out for large and complex product/project to
determine whether to proceed to the more elaborate feasibilitystudy.

Choice: A choice is made of product which has been found to be commercially viable,
technicallyfeasibleandeconomicallydesirable.Atthisstage,necessarymachineryissetin motion.



UNIT-3
PROJECTREPORTPREPARATION

PreliminaryProjectReport

Preliminary Project Report is a formal document that describes specificactivities, events,
occurrences, or subjects of a project to explain progress of the project up to a certain
point in time. This document is presented and communicated at project status
meetings to explain what goals,deliverables and results are produced and
what activities are stillin progress. Thedocumentserves as thebasis for
developing the final project report.

PPRismuchshorterthantheprojectreportanditsreportingrequirements light.PPR

serves several purposes

Providinganadditionalmotivationforanearlystartonthe project.
Helpingsetsomeusefultargetsfordeliveryofintermediateresultsand
their documentation.

Atypicalpreliminaryreportforprojectshighlightsthefollowingdata:

Problem/need:Acleardescriptionoftheproblemorneedtheproject aims
to handle.

Proposed solution: a brief description of how to address the
problem/need.

Workeffort:Ananalysissummaryofwork relevanttotheproject.

Status: current state of project work, including activities completed
and unfinished.

Evaluation: an analysis and assessment of project work by specific
criteria such as cost-effectiveness, feasibility, manageability,
performance, others.

Schedule: a timeline with specific milestones and events related to
project work.

Theprojectpreliminaryreportdescribes your progresssofar.ltshouldformthebasis of
your final report.



Thepreliminaryreportshouldinclude:

« Problem:Acleardescriptionoftheproblemyouareaddressing. Thisshould be
more refined and persuasive than the version in your originalproposal.
« Relatedwork: Agoodsummaryandanalysisoftheworkrelevanttoyour
project.Everythingyoudescribeshouldberelateddirectlytoyourproject:
o Whyisitrelevant?(Don'tassumethereadercanreadyourmind.)
o Ifitattemptstosolveasimilarproblem, whyisitnotasatisfactory
solution?
o Whatideasintheotherprojectcanbeappliedtoyourproject?

Ifthereisrelatedworkyouhavenot yetstudied,listthatintherelated work section
along with your plans for learning about it.

o ProposedSolution:Describeyour ideaforsolvingtheproblem.Thisneednot yet
be complete, but should include some specific ideas.

« ResearchPlan:Describeclearlyexactlywhatyouwilldo.

« Evaluation Plan: Describe how you willevaluate your work. This should
include(possiblyspeculative)descriptionsofspecificsampleprogramsyou
will use in your evaluation.

« ScheduleandDivisionofLabor:Calendarshowingspecificmilestones,when
they willbe accomplished, and howthe team willsplit up the work.

Therearenolengthconstraintsonthepreliminaryreport,butyoushouldaimtobeas
concise,clearandorganizedaspossible. Sinceyouareworkingin groups,thewriting and
presentation should be at a high quality. You should be able to reuse most of the
preliminaryreport (after changing the verb tenses!) in your final report

DetailedProjectReport

A Detailed Project Report is a document which provides details on the overall picture of the
proposedbusiness. Theprojectreportgivesanaccountof theprojectproposaltoascertainthe prospects of
the proposed plan/activity. Project Report is a written document relating to any investment.

ProjectDetails:

a. Promoters
b. Registeredoffice
c. Locationofthefactory



d. Lineofactivity

e. Backgroundofotherdirectors

f. Schemeofproject

g. Landandsitedevelopment

h. Buildingandcivilworks

i. Plantandmachinery

j. Contingenciestoplantandmachinery
k. Utilities

1. Miscellaneousfixedassets

m. Vehicles

n. Qualitycontrolandtestingequipment
0. Deposits

p. Preliminaryandpreoperativeexpenses
q. Workingcapitalmargin

r. Scheduleofimplementation

s. Management

RawMaterialsDetails:

a. Requirementofrawmaterials

b. Situationofrawmaterialavailabilityindigenously

c. Feasibilityofimportofrawmaterials

d. Areasfromwhichrawmaterialcanbeprocured

e. Suppliersofrawmaterials

f. Annualrequirement

g. Transportationofrawmaterials

h. Varietiesandgradesofrawmaterial

i. Costofrawmaterialsandtransportationcosttothefactory
j. Linkageswithsuppliersofrawmaterial.

UtilitiesDetails:

a. Power

b. Steam

c. Compressedair
d. Fuel



e. Water
f. Chilledwater
g. Effluentandwastedisposal

TechnicalDetails:

a. Plantcapacity

b. Capacityutilization

c. Manufacturingprocesswithflowchart
d. Plantlayout

e. Productdescriptionandproperties

f. Packaginganditscost

g. Plantandmachinerydetails

h. Plantandmachinerysuppliers

ManpowerDetails:

a. Manpowerrequirement
b. Organizationchart
c. Availabilityofmanpower.

FinancialDetails:

a. Costofproject,withdetailstoindividualcostitems
b. Meansoffinance

c. Workingsforfinancialprojections

d. Estimatesofproductionandsales

e. Estimatedcostofproductionandprofitability

f. Estimatedfundsflowstatement

g. Projectedbalancesheet

h. Statementofdebtservicecoverage ratio



i. Statementofcomputationofworkingcapital
j. Statementofbreak-evenanalysis

k. IRRcalculations

1. Paybackperiodcalculations

m. Returnoninvestmentcalculations

n. Debt-equityratiocalculations

0. Promoters’contributiontoCostofproject
p. Promoter’scontributiontoTotalequity

MarketingDetails:

a. Presentstateoftheindustry

b. Consumerpreferences

c. Marketrequirements

d. Marketsegments

e. Distributionchannels

f. Marketcharacteristicsoftheproduct

g. Exportprospectsandinternationalmarket
h. Marketingandsellingarrangements.

ProjectEvaluation-SocialAngle:

a. Analysisofcriticalfactors
b. SocioEconomicbenefit

c. Labouravailability

d. Impactonecology

e. Foreignexchangeearnings
f. Importsubstitution

g. Technologyabsorption



StepsofpreparationofDPR:Evaluation

of DPR:

The finalresponsibilityofthe project lies with the owners. Therefore, the owner’s organization
must have an appropriate mechanism for project evaluation of a DPR submitted bythe
consultant. Apartfromcareinselectingthemost suitableconsultant inthefirst placetheowner’s must
pose the following questions.

« What arethesources ofcriticaldata&informationthathaveformthe
basicpremises ofthe DPR, like demand, capital cost, input cost etc?

« Theextenttowhichthestrategicplan oftopmanagementhavebeen
reflected in the design and the repair?

« Whatwerethevariousalternativeconsidered,andthemethodology
followed for choosing one among them?

« The extent to which the design fulfils all applicable statutory
requirementsandregulations,both currentlyin force andthosemaybe
foreseen?

. Identificationofpotentialproblems,bottlenecks and/ormajorrisks
involved in the project.

« Degreeofdetailing.

« Influenceofcomplementary/completingprojects.

« Scopeforfutureexpansion/modification/adaptationtonew
technologies and so on.

Theabove listisasimple ofthetypesofquestionthattheowner’s mayposetotheconsultant during the
processofselection, appraisalofthe first draft and before giving the approval.

LocationoftheProject:

Oneoftheimportant issuesrelatedtoprojectdecisionsand inDPRpreparationisthe locationof the
project. The location ofprojectcan be:

« Inputorsupplyoriented
« Outputormarketoriented.

Inputorsupplyoriented: Themajorconsiderationgoverningthe locationdecision concerns
with the availabilityof various inputs for the project & their transportation from respective
sources to the project site. Whenever a project entails processing of bulkyraw materials and the
processing reduces the bulk by refining/processing operation, it makes
economicsensetomovetheproject nearerthesuppliesso asto cutdownthetransportation



costs. ThestrategyofNTPCtolocatemajorpit headthermalpowerplantsstemsfromthislogic. Instead
oftransporting coalover long distance, it may be more economicalto convert coalinto electrical
energyat the pit head itself and transmit the electricalenergy into high voltage transmission
system to consumption centres. With the advent of high voltage direct current transmission
technology, suchoptions have become more cost effective.

Output or market oriented: The gas based power plants may be located near the
consumption centres, particularly if gas pipelines have already been laid nearby for other
projects. Thisenablessavingonthetransmissionlinecostsandpowerlossesintransmission.

The location strategy is largely governed by totaltransportation cost for entire chain, including
transportationofall inputsof various sources to the processing site and that ofalloutputsto the
consumptioncentres. Thisexercise needsthesourcesandquantitiesofallthesuppliesavailable, their
unit transportationcost to each locationand the demands at different consumptioncentres,
coupled with the unit transportation cost to the finished goods to each consumption centre of
each location.

Thelocationstrategyalsodependson:

« Theregulatoryframeworkoftheregion.

« Availabilityofskilled/unskilledmanpower
« Industrial relations situation.

« Infrastructuralsupport.

Layoutoftheproject:

Thelayoutitselfhasprofoundimplicationontheprofitabilityandefficiencyofanyenterprises. Even
safetyconsiderations can lead to major changes inthe layout.

Thelayoutforaproject determinesthelocationofvariousdepartments,processes;workcentres,
machines & service function as well as transportation routes for the movement of materials
throughthese facilities.

A good layout should tryto reduce material handling cost to the minimum, ensure flow of men
andmaterialsbetweenprocesseswithoutanybacktracking,provideadequatesafetyfor menand
equipmentand enhance labour productivity & efficiency.

Safetymustbeaveryimportantconsiderationfordeciding locationsofpotentiallyhazardous facilities.
For instance storage of hazardous & inflammable chemicals & materials must be located far
away from the general centre of activities at economical & practically feasible distance.

Facilitieswhichareproneto firehazardsshould be locatedina fashionthatiseasyandquick for
multiple fire tenders to arrive & extinguish the fire. It may be worthwhile to give a specific
safetycheck to a layout before finalising it.



Equipment&ProcessTechnology(EPT):-

Theequipmentand  processtechnology(EPT)decisionsarerelatedto  designoffacilitiesand
systemthat produceand deliver goods,productsand servicesofdesired qualityand required
quantity. EPT are categorised as follows:

Outputdecisionsarerelatedtodemandforecastandmarketingstrategyforachieving planned
market share.

Theinputandprocessdecisionsarecomplementaryto eachother. Theinputandprocess
decisions contribute significantlyto “Make or Buy” type of decisions. The “Make or Buy”
decisionsleadtofinalisationofvarious inputsaswellasprocessingandassemblyrequirements.

Oncetheproductionprocessesare identifiedthennext setofdecisionsarerelatedto choiceof
technology. Choice of technology decisions has to be ajudicious mix of capital and labour
components which are the major factor ofproduction.

Useofmodernstateofarttechnologyensuresmoreautomation, requiringlesslabourbut leadsto high
initial investment. On the contraryuse oftraditionaltechnologyand processesleads to lower
automationwithrequirement of more labour and lower initial investment.

Therefore,thetradeoffliesbetweenhighcapitaland lower labour costononehandandl;ow capitaland
high labour cost onthe other hand.

Apartfromcostconsiderationsandrelativeproportionofmechanisation,otherfactorsthatareto be
considered are scale of operations: quality and level of skills required also influence the choice
of technology decisions.

Dependingonthemarketshare&capacityforecasts, aparticular leveloftechnologymaybethe
optimumchoice. In event of low market demand & lack ofavailability ofskilled work forceto operate
high end & high volume technology may lead to sub optimal utilisation of the said technology.

Also,therewouldbesubstantialincreaseinthesubsequentmaintenancecostswhichmayraised affordability
issues. Thus, the choice of EPT is a complex task, requiring wide knowledge & information about
different options withrelativemerits and demerits ofeachoption.

IncasetheprocurementofEPTrequireshighinitialinvestmentordecisionmaking processis taking
unusually long time thenthe optionoftechnologycollaboration may be explored.

In this option, the organisation may explore possibilities of technical collaboration agreement
with some organisation that has had considerable experience in use ofthe proposed technology
andareinpositiontoimparttheirknowledgetoothers.Suchacollaboratingorganisation maybe
foundin the countryor may be fromabroad.



EnvironmentallmpactAssessment(EIA):-

EPT must have a dedicated section of environmental Impact Assessment (EIA). Such an
assessmentwouldhavethespecificationsoftheenvironmentwhichisknownasthebaselevel
specification before setting up a project.

Thereafter,anestimateshouldbemadeastotheimpactoftheprojectoperationsonvariousbase
levelparameters. These could coOver air, water and soilparameters. The disposalofsoil, liquid
and gaseous effluents generated bythe project would lead to increase inpollution load over the
base levels.

AfterestimatingtheimpactoftheprojectonthebaseleveloftheenvironmenttheDPRshould
recommend specific control measures & effluent treatment facilities so that the environment
pollution can be controlled within permissiblelimits.

The DPRshould ensure thatthe provisionsare adequatefor fulfilling the legalrequirementsin the
localitywheretheproject isscheduledto come up.Thiscalls forthedetailedknowledgeof allthe
state leveland national levelprovisions with respect toenvironmentalprotection.

Manyoftheprovisionscallfor obtaining clearances fromcontrolling bodies. TheDPRshould also
include a time schedule for obtaining allthe required clearances.

Commercialaspects:-

DPRisrelatedtogeneralguidelinesandconditionsthat shouldgovernalltypesofcontractual
relationships likelyto be entered into during the project.

Inparticular, generalguidelines for anyeventualarbitrationprocedures are indicated, specifying
thenatureofissuethatmaybereferredforarbitration,  choiceofarbitratorbyboththepartiesand  the
place where such proceedings should be held.

DPRshouldalsoincludeguidelinesrelatedtosupply,erection, andcommissioning&guarantee test
ofvarious equipments requiredfor the project.

DPRshouldalso layguidelines fortenderingprocesswhethertofollowsinglestageortwostage tendering.
It may also contain modeldocument and formats related to invitation to tenders, specifications etc.

DPRwillalsocontainguidelinesforvendorshort-listingandnetworking. Somepointsrelatedto
vender detailing that are highlighted inthe DPR are as cited below:

« Commitmentwith respecttodeliveryperiod&penaltyconditions,in
case of failure to fulfil the commitment.

« Generaltermsofpaymentincludingprogresspayment.

« Inspectionandtestingprocedureandcustomerholdpoints.



« Networkplanforthecontractandmonitoringandcontrolsystem.

« Guaranteetest,schedule,procedure,criteriaforsuccessand
accompanying bank guarantee.

« Responsibilityfordamageintransitorduringerectionand/ or
commissioning.

. Conditionofadmissibilityofanyincreaseinthepriceofthecontract.

. Contractvariationsandthemannerofhandlingthem.

« Mobilisationadvancetobepaidinitially.

« Responsibilitytosupplytheequipmentsandnecessaryaccessories and
spare parts.

FinancialAspects:-

TheDPRincorporatesamuchdetailedprojectionofthecostsandrevenuesexpectedduringthe
projected lifespan of the operation phase. The principal input to this comes from operational
costs.

Alsotheotherfinancingcost likedepreciation,interestonlongtermloansandshortterm working
capital loans, writing off of pre-operative & preliminary expenses, guarantee commission etc.
Income tax calculation is alsoincluded.

TheDPRprovidesprojectionsforthefollowing statements:

1. Profitandlossstatement.
2. Thebalancesheet.
3. Thefundflowstatement.

Fortheprojectphase,theDPRprovidesanestimateofthephaserequirement ofcapital. This
planformsthe basis ofastrategicplanfor raisingthe funds from externalsources liketerms
lendinginstitutions and through public issue ofstocks and/or bonds.

TheDPRwould includearecommendationschedule forensuringadequateflowoffundsforthe
timelycompletion ofthe projectwithadequate provision for normalcontingencies.

The DPR would also include for the project phase a recommended systemof monitoring &
controlofthefinancialprogressoftheproject, vis-a-visthephysicalprogress. Thesystemisan
essentialingredient foradequate financialcontrolduringtheexecution&theterminationphase of
the project.



Socio-economicAspects:-

Moderndayprojectsalsoanalyzethesocio-economicimpactsontheirimmediatesurroundings. The
attitudeof localresidents plays a crucialrole in the successfulcompletionofthe project in any
newlocality or region.

Generally,anymediumtolargetypeofprojectwill leadtodisplacementoforiginalresidentsand
tenantsofthe land&bringaboutasignificant change inthepatternofearning livelihood, brings in
wide disparity in the standards of living between those who are employed in the project and
those who areleft out ofit,raises large employment expectationsamong the localpopulation.

The effect are more glaring based on the size of investments, level of technologyused &
innovation potential of the project. However not all factors contribute in the socio-economic
influencebut itisforsurethat acombinationoffactorsbasedonthesize &typeofprojectwill surely
lead tocreation of social discontent.

Community based & community participated demographic surveys may be conducted for
identifying the options for direct as wellas indirect sourceof employment. DPR should also
highlightplanning&executionmethodsofspecificcommunitydevelopmentprogrammeswhich
helpindeveloping a symbiotic relationship with the localcommunity.

TECHNOECONOMICFEASIBILITY

TECHNO-ECONOMIC ANALYSIS (TEA)

Techno-economic assessment TEA in principle is a
cost-benefit comparison using different methods.
These assessments are used for tasks such as:
Evaluate the economic feasibility of a specific project
Investigate cash flows (e.g. financing problems) over the
lifetime
Evaluate the likelihood of different technology scales
and applications.
Compare the economic quality of different technology
applications providing the same service.



What is lechno-Economic
Feasibility of the project?

o Techno - Economic feasibility refers to the estimation of
project demand potential and choice of optimal technology.

o Techno- Economic feasibility is an analysis on the existing
market and technology.

o The choice of technology itself will be based on the demand
potential in project design.

o Techno - Economic feasibility analyze the project on
individual criteria or different aspects and sets the stage for“
detailed design development.

Projectviability

Aprojectiseconomically viableiftheeconomicbenefitsoftheproject exceedits economic
costs, when analyzed for society asa whole. The economic costs of
theprojectarenotthesameasitsfinancial costs—externalitiesandenvironmental impacts
should be considered.

Feasibilitystudy

A feasibility study is an assessmentof how practical or doable a proposed method or
planis.ltisananalysisthattriesto findoutwhetheritispossibletocomplete aproject,
successfully.

Viabilitystudy

Aviabilitystudyisaninvestigationintoabusinessidea.Specifically, whethertheidea will
make money, i.e., whether it will be profitable



https://marketbusinessnews.com/financial-glossary/feasibility-study/

UNIT-
AMANAGEMENTPRINCIPLES

Definition ofmanagement

Management is the coordination and administration of tasks to achieve a goal. Such
administrationactivitiesincludesettingtheorganization’sstrategyandcoordinatingthe
efforts of staff to accomplish these objectives through the application of available
resources.Managementcanalsorefertothesenioritystructureofstaffmemberswithin an
organization.

To be an effective manager, you’ll need to develop a set of skills, including planning,
communication,organizationandleadership.Youwillalsoneedextensiveknowledgeof the
company’s goals and how to direct employees, sales and other operations to
accomplish them.

Principlesofmanagement

1. DivisionofWork-

Segregating work in the workforce amongst the worker will enhance the quality of the product.
Similarly,he alsoconcluded that the divisionofworkimprovestheproductivity,efficiency,accuracy
andspeedof theworkers.Thisprincipleisappropriateforboththemanagerial aswellasatechnical work
level.

2. AuthorityandResponsibility-

These are the two key aspects of management. Authority facilitates the management to work
efficiently,andresponsibilitymakesthemresponsiblefortheworkdoneundertheirguidanceor leadership.

3. Discipline-

Without discipline, nothing can be accomplished. It is the core value for any project or any
management.Goodperformanceandsensibleinterrelationmakethemanagementjob easyand
comprehensive.Employeesgoodbehaviouralsohelpsthem smoothlybuildandprogressintheir
professional careers.

4. UnityofCommand-

Thismeansanemployeeshouldhaveonlyoneboss andfollowhiscommand.If anemployeehasto follow
morethan one boss, therebegins aconflict of interest and can create confusion.

5. UnityofDirection-

Whoeverisengagedinthesameactivityshouldhaveaunifiedgoal. Thismeansall theperson working in a
company should have one goal and motivewhichwill make the work easier and achieve the set goal
easily.

6. Remuneration-



Thisplaysanimportantroleinmotivating theworkersof acompany.Remunerationcanbemonetary or
non-monetary. However, itshouldbe according to anindividual’s efforts theyhavemade.

7. Order-

Acompanyshouldmaintainawell-definedworkorder tohaveafavourableworkculture.The positive
atmosphere in the workplacewill boostmorepositive productivity.

8. Equity-

Allemployeesshouldbetreatedequallyandrespectfully.|t'stheresponsibilityofamanagerthatno employees
face discrimination.

9. Stability-

Anemployeedelivers thebestif theyfeel secureintheir job.ltisthedutyof themanagementto offer job
security to their employees.

10. Initiative-

Themanagementshouldsupportandencouragetheemployeestotakeinitiativesinanorganization. Itwill
help themtoincrease their interest andmakethenworth.

Functionsofmanagement

¢ Planning- isthepurposeof ascertaining inadvancewhatissupposedtobedoneandwho
hastodoit. Thissignifiesestablishinggoalsinadvanceandpromotingawayof delivering them
effectivelyand efficiently. In an establishment, theaim is theobtainment andsale of
conventional Indian handloom and workmanship articles. They trade furnishings, ready-
mades,household items andfabricsmade out of classical Indian textiles.

¢ Organizing- is the administrative operation of specifying grouping tasks, duties, authorizing
power and designating resources needed to carry out a particular system. Once a definite
planhasbeenset for thecompletionof anorganizational intent,theorganizing partyreviews the
actions and resources expected to execute the program. It ascertains what actions and
resources are needed. It determines who will do a distinct job, where and when it will be
done.

e Staffing- is obtaining the best resources for the right job. A significant perspective of
managementistomakecertainthattheappropriatepeoplewiththeaptskillsareobtainable in the
proper places and times to achieve the goals of the company. This is also called the
human resource operations and it includes activities such as selection, placement,
recruitment and coaching of employees.

e Directing-involvesdirecting,leading andencouraging theemployeestocompletethetasks
allocated to them. This entails building an environment that inspires employees to do their
best. Motivation and leadership are 2 chief elements of direction. Directing also includes
communicating efficiently as well as managing employees at the workplace. Motivating
workersmeanssimplybuildinganatmospherethaturgesthem towantto work.Leadership is
inspiring others to dowhat the manager wants themtodo.

e Controlling-isthemanagementoperationofcontrollingorganizationalachievementtowards the
accomplishment of organizational intentions. The job of controlling comprises ascertaining
criteriaofperformance,computing thecurrentperformance,comparing thiswith



organized rules and taking remedial action where any divergence is observed. Here
management should ascertain what activities and outputs are important to progress, how
andwheretheycanberegulatedandwhoshouldhavethepower totakeremedial response

LevelsofManagement

There are three levels of management found within an organization,
wheremanagersattheselevelshavedifferent rolestoperformforthe
organization to have asmooth performance, andthe levels are:

1.Top-LevelManagement/Administrativelevel |
2. Middle-LevelManagement/Executor

3. Low-levelManagement/Supervisor

1.TopLevelManagement
The Top-level management controls the management of goals and
policies andtheultimatesourceofauthorityoftheorganization. They apply
control and coordination of all the activities of the firm as they
organize the several departments of the enterprise which would
include their budget, techniques, and agendas.

Top-levelmanagementis accountable to the shareholders for the
performance of the organization. There are several functions
performedbythetop-levelmanagement, butthreeofthem arethe most
important, and they are:

Tolaydownthepoliciesandobjectiveoftheorganization
Strategizingtheplansoftheenterpriseandaligningcompetent
managerstothedepartments ormiddle leveltocarrythemout.
Keepingthecommunicationbetweentheenterpriseandtheoutside
world.

2.MiddlelLevelofManagement
Middle-levelManagementisalsoreferredtoastheexecutorlevel, they
are subordinates of the top-level management and are responsible
for the organization and direction of the low-level
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management.Theyaccountforthetop-levelmanagementfortheactivitiesof
their departments.

The middle-level managers are semi- executives and are made up of
the departmental managers and branch manager. They could be
divided into senior and junior middle-level management if
theorganizationisbig. Theycoordinatetheresponsibilitiesofthesub-unit of
the firm and access the efficiencyof lower-levelmanagers.

The middle-level managersare in charge of the employment and
trainingofthelower levels.Theyarealsothecommunicators between the
top level and the lower level as they transfer information, reports, and
other data of the enterprise to the top-level. Apart from these, there
are three primary functions of the middle-level management in the
organization briefed below:

Tocarryouttheplans oftheorganizationaccordingtopoliciesand
directives laid down by the top-level management.
Toorganizethedivisionordepartmentalactivities.

To beaninspirationorcreatemotivationforjuniormanagersto
improve their efficiency.

3.LowerLevelofManagement

The lower levelManagementisalsoreferredtoasthesupervisoryor the
operative level of managers. They oversee and direct the operative
employees. They spend most of their time addressing the functions of
the firm, as instructed bythemanagers above them.

The lower-level managersare the first line of managers as they
featureatthebaseofoperations,sotheyareessentialpersonnelthat
communicates the fundamental problems of the firm to the higher
levels. This management level is made up of the foreman, the line
boss, the shift boss, the section chief, the head nurse,
superintendents, and sergeants.
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They are the intermediary; they solve issues amidst the workers and
areresponsibleforthemaintenanceofappropriaterelationships within the
organization. They are also responsible for training, supervising, and
directing the operative employees.

The lowerlevelmanagerrepresentsthemanagementtotheoperative
workers as they ensure discipline and efficiency inthe organization.
The duty of inspiration and encouragement falls to them, as they
strengthened the workforce. They also organize the essential
machines,tools, andothermaterialsrequiredbytheemployeestoget their
job done.

Toallocatetasksandresponsibilitiestotheoperativeemployees.
Toensurequalityandberesponsiblefortheproductionquantity.
Tocommunicatethegoalsandobjectiveofthefirm laiddownbythe higher
level

managers to the employees and also the suggestions,
recommendations,appeals,andinformationconcerningemployee
problems to the higher-level managers.

To giveinstructionandguideddirectiontoworkersontheirdaytoday jobs.
Togiveperiodicreportsoftheworkerstothehigher-levelmanagers
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UNIT-5

FUNCTIONALAREASOFMANAGEMENT

a) ProductionManagement

Theroleofproductionmanagement isveryextensive.Butthesolepurposeis
toensurethat the businessproducesqualityproductsthat meet theneedsof
customers on a regular basis. Beloware the functions of production
management.
ProductionControl-Herethemanageroverseestheproductionprocess.He or
she must find and ensure the correct production plan, that is, followed during
the production process. If there are deviations, the Product Manager should
take corrective measures.

Planning—T hisfunctionisimportantineveryorganization. ltshouldplanfor when
the actual production willbegin and end.
CostandQualityControl-Everycompanyknowshowessentialqualitycontrol and
cost is. Customers are not just looking for the best products. But they want to
keep them very cheap. Quality control is an important task that a production
manager must perform. It involves a number of checks made on the product
to ensure the quality remains intact.

Maintenance of Machinery — Production management ensures that the
equipmentusedisingood workingcondition.Thatis,theenginereplacesthe non-
functioning or damaged parts to make it work optimally.

Selection of Product and Design- First selects the right product for production.
Then selects the right design for the product. You have to be careful when
selectingtheproductanddesignbecausethelifeandsuccessofthecompany
depend on it. The product should be selected only after a thorough review of
all other alternative products. After selecting the right product, you need to
choose the right design. The design should be tailored to the needs of the
customers. It should provide maximumvalue for customers at lower prices.
Therefore,productmanagementshouldusetechniquessuchasvalue engineering
and value analysis.

Productivity-Productivitydescribes variousmeasuresoftheefficiencyof
production.Often,aproductivitymeasureisexpressedastheratioofan
aggregate output to a single input or an aggregate input used in a
production process, i.e. output per unit of input, typically over a specific
period of time.



b) InventoryManagement

Insimpleterms,inventorymanagementisasetofallthoseprocesseswhichyou utilize to
oversee and organize your goods or materialsinyour facility.

Needforinventory Management-

1. Trackinglnventory-

A good system will help you keep track of your inventory and offer a
centralized view of stock across sales channels — how much is in stock,
and where.ltwill alsoallowallocatinginventorytospecificsaleschannels,
which is important if you have warehouses and distribution centers at
multiple locations, thus, enabling warehouse management.

2. Controlyourcosts-

Keepingreportsaboutyourinventory helpsyouunderstandwhatstocks are
doing well, versus which are just taking up shelf space. Lack of the
rightinventoryattherighttimecanmeanbackorders,excessinventory,

etc.Thesedriveupcosts.
3. Improveyourdelivery-

Latedelivery dueto stock-outs is bound togive youabad reputation.For
tracking, it is important for you to know when the vendor is shipping
inventory and whenit will arrive. This helps youmanage customer

expectationsbydeliveryas,whenandwheretheywant.

4. Manageplanningandforecasting-

Thesoftwarecanhelp youimprovedemandforecastingbyanalyzingdata trends
from well-performing stocks. This minimizes your holding and handling
costs, improves revenues and frees up cash flows. Also, by
planningandforecasting—youdeliveroncustomerexpectationsbetter.

5. Reducethetimeformanaginginventory-
Withagoodinventorymanagementsolution,youcanreducethetime
takentokeeptrackofalltheproductsyouhave onhandandonorder.
Additionally, you save the time taken up in inventory recounts if your
records are in place.



Models/TechniquesofinventoryManagement

Inventorymanagementisahighlycustomizablepartofdoingbusiness.Theoptimal systemis
different for each company.

However, every business should strive to remove human error from inventory
managementas muchaspossible,whichmeanstakingofadvantageinventory management
software.Regardless of the systemyou use.

Thefollowingeighttechniquestowillhelpyouimproveyourinventorymanagement.

1. Setparlevels

Make inventory management easier by setting “par levels” for each of your
products.Par levelsaretheminimumamountofproductthatmustbeonhand at all
times. When your inventory stock dips below the predetermined levels, you
knowit’s time to order more.
Ideally,you’litypicallyordertheminimumquantitythat willget youbackabove par.
Par levels vary by product and are based on how quickly the item sells
andhowlongittakestogetbackinstock.Althoughsettingpar levelsrequires some
research and decision-making up front, having them set will systemize the
process of ordering. Not only will it make it easier for you to make decisions
quickly, it willallow your staff to make decisions on your behalf.

2. First-InFirst-Out(FIFO)

“First-in,first-out’isanimportant principleof inventorymanagement. It means
youroldeststock(first-in)getssoldfirst(first-out),notyourneweststock.This is
especially important for perishable products so you don’t end up with
unsellable spoilage.

InordertomanageaFIFOsystem,you’lineedanorganized warehouse.This
typicallymeansaddingnewproductsfromtheback,orotherwisemakingsure old
product stays at the front. If you're working with a warehousing and fulfillment
company they probably do this already, but it's a good idea to call them to
confirm.

3. Managerelationships

Part of successful inventory management is being able to adapt quickly.
Whether you need to return a slow selling item to make room for a new
product,restockafastsellerveryquickly,troubleshootmanufacturingissues, or
temporarilyexpand your storage space, it's important to have a strong



relationshipwith yoursuppliers. That waythey’llbemorewilling toworkwith you to
solve problems.

Inparticular, havingagoodrelationshipwithyour product suppliers goesa
long way.Minimumorder quantitiesareoftennegotiable.Don’t beafraidto ask
for a lower minimum so you don’t have tocarryas much inventory.

4. Contingencyplanning

Alotofissuescanpopuprelatedtoinventorymanagement. Thesetypesof problems
can cripple unprepared businesses. For example:

Yoursalesspikeunexpectedlyandyouoversellyourstock
Yourunintoacashflowshortfallandcan'tpayforproductyoudesperately need

Yourwarehousedoesn’thaveenoughroomtoaccommodateyourseasonal
spike in sales

Amiscalculationininventorymeansyouhavelessproductthanyouthought
Aslowmovingproducttakesupallyourstoragespace
Yourmanufacturerrunsoutofyourproductandyouhaveorderstofill
Yourmanufacturerdiscontinuesyourproductwithoutwarning

It'snotamatterofifproblemsarise,butwhen.Figureout where yourrisksare and
prepare a contingencyplan. How will you react?What steps will you take to
solve the problem? How willthis impact other parts of your business?
Rememberthatsolidrelationshipsgoalongwayhere.

5. Regularauditing

Regularreconciliationisvital.Inmostcases,you’llberelyingonsoftwareand
reportsfromyour warehousetoknowhowmuchproductyouhavestock.
However,it'simportanttomakesurethefactsmatchup.Thereareseveral methods for
doing this.



Physicalinventory

Aphysicalinventoryisthepracticeiscountingyour entireinventoryatonce.
Manybusinessesdothisattheiryear-endbecauseittiesinwithaccounting and
filing income tax. Although physical inventories are typically only done once a
year.

Spotchecking

Ifyoudoafullphysicalinventoryattheendoftheyearand youoftenruninto
problems, or you have a lot of products,you may want to start spot checking
throughout the year. This simply means choosing a product, counting it, and
comparing the number to what it's supposed to be. This isn’t done on a
schedule and is supplementalto physical inventory.

Cyclecounting

Insteadofdoingafullphysicalinventory,some businessesusecyclecounting to
audit their inventory. Rather than a full count at year-end, cycle counting
spreads reconciliation throughout the year. Each day, week, or month a
different product is checked on a rotating schedule.

6. PrioritizewithABC

Certainproductsneedmoreattentionthanothers.UsinganABCanalysis lets you
prioritize your inventory management by separating out products that require
a lot of attention from those that don’t. Do this by going through your product
list and adding each product to one of three categories:

. High-valueproductswithalowfrequencyofsales

2. Moderatevalueproductswithamoderatefrequencyofsales

3. Low-valueproductswithahighfrequencyofsales

ItemsincategoryArequire regularattentionbecausetheirfinancialimpactis
significant but sales are unpredictable. Items in category C require less
oversightbecausetheyhaveasmallerfinancialimpactandthey'reconstantly turning
over. Items in category B fallsomewhere in-between.

7. Accurateforecasting



A huge part of good inventory management comes down to accurately
predictingdemand.Makenomistake,thisisincrediblyhardtodo.Thereare
countless variables involved and you’ll never know for sure exactly what’s
coming—ybut you can tryto get close. Here are a fewthings to look at when
projecting your future sales:

Trendsinthemarket
Lastyear’'ssalesduringthesame week
Thisyear'sgrowthrate
Guaranteedsalesfromcontractsandsubscriptions
Seasonalityandtheoveralleconomy
Upcomingpromotions

Plannedadspend

8. Considerdropshipping

Dropshipping is almost an ideal scenario from an inventory management
perspective. Insteadof havingtocarryinventoryandshipproducts yourself—
whether internally or through third-party logistics—the manufacturer or
wholesalertakescareofitforyou.Basically,youcompletelyremoveinventory
management from your business.

Manywholesalersandmanufacturersadvertisedropshippingasaservice,but even if
your supplier doesn’t, it maystillbe an option. Don’t be afraid toask.

Although products often cost more this way than they do in bulk orders, you
don'thavetoworryaboutexpensesrelatedtoholdinginventory,storage,and
fulfillment.

C) FINANCIALMANAGEMENT

FUNCTIONOFFINANCIALMANAGEMENT-

FinancialManagementmeansplanning,organizing,directingandcontrollingthe
financialactivitiessuchasprocurementandutilizationoffundsoftheenterprise.

1. Estimationofcapitalrequirements: Afinancemanagerhastomakeestimation with
regards to capital requirements of the company. This will depend upon expected
costs andprofits andfuture programmes and policies of a concern.



Estimationshavetobemadeinanadequatemanner whichincreasesearning capacity of
enterprise.

2. Determination of capital composition: Once the estimation has been made,
thecapital structurehavetobedecided.Thisinvolvesshort- termandlong- term debt
equity analysis. This will depend upon the proportion of equity capital a company
Is possessing and additional funds which have to be raised from outside parties.

3. Choiceofsourcesoffunds:Foradditional fundstobeprocured,acompany has
many choices like-

a. Issueofsharesanddebentures
b. Loanstobetakenfrombanksandfinancialinstitutions
c. Publicdepositstobedrawnlikein formofbonds.

Choiceoffactorwill dependonrelativemeritsanddemeritsofeachsourceand period
of financing.

4. Investmentoffunds:Thefinancemanagerhastodecidetoallocatefundsinto
profitable ventures so that there is safety on investment and regular returns is
possible.

5. Disposalofsurplus: Thenetprofitsdecisionhavetobemadebythefinance
manager. This can be donein two ways:

a. Dividenddeclaration-Itincludesidentifyingtherateofdividendsand
other benefits like bonus.

b. Retainedprofits-Thevolumehastobedecidedwhichwilldependupon
expansional, innovational, diversification plans of the company.

6. Management of cash: Finance manager hasto make decisions withregards to
cash management. Cash is required for many purposes like payment of wages
andsalaries,paymentofelectricityandwaterbills,paymenttocreditors,meeting
currentliabilities, maintainance of enough stock, purchase of rawmaterials, etc.

7. Financial controls: The finance manager has not only to plan, procure and
utilize the funds but he also has to exercise control over finances. This can be
donethroughmanytechniqueslikeratioanalysis,financialforecasting,costand
profit control, etc.

WorkingCapitalCycle(WCC)

The working capital cycle (WCC) is the amount of time it takes to turn the net current
assetsandcurrentliabilitiesintocash.Thelonger thecycleis,thelongera businessis tying up
capital in its working capital without earning a return on it. Therefore,
companiesstrivetoreduceitsworkingcapitalcyclebycollectingreceivablesquickeror
sometimes stretching accounts payable.



WhatlsWorkingCapitalManagement?

Working capital management is a business strategy designed to ensure that a
company operates efficiently by monitoring and using its current assets and
liabilitiestothebesteffect. Theprimarypurposeofworkingcapital management is to
enable the company to maintain sufficient cash flow to meet its short-term
operating costs and short-term debt obligations

KEYTAKEAWAYS

« WorkingCapitalManagementrequiresmonitoringacompany'sassetsand
liabilities to maintain sufficient cash flow.

« Thestrategyinvolvestrackingthreeratios:theworkingcapitalratio,the
collection ratio, and the inventory ratio.

« Keepingthosethreeratiosatoptimallevelsensuresefficientworking
capital management

UnderstandingWorkingCapital

Workingcapital isthedifferencebetweenacompany’s currentassetsandits current
liabilities.

Current assets include cash, accounts receivable, and inventories.
Currentliabilitiesincludeaccountspayable,short-termborrowings, and

accrued liabilities.

Raw
. Materials
Production
Realization process
of income
Debt
collection/ Work in
Credit Progress

Payment

Finished Production

Operating Cycle of a Business
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MeaningofCosting:

Costing is the classifying, recording and appropriate allocation of
expenditureforthedeterminationofthecostsofproductsorservices, and
for presentation of suitably arranged data for the purposes of control,
and guidance of management.

Mainaimsofcostingare:

1. Todeterminetheexactcostofeacharticle.

2. Todeterminethecostincurredduringeachoperationtokeep
control over workers’ wages.

3. Toprovideinformationtoascertainthesellingpriceoftheproduct.
4. Tosupplyinformationfordetectionofwastage.

5. Ithelpsinreducingthetotalcostofmanufacture.

6. Itsuggestschangesindesignwhenthecostishigher.

7. Tohelpinformulatingthepoliciesforchargingthepricesofthe
product.

8. Tofacilitatepreparationofestimateforsubmittingtheratesin
tenders or quotations.

9. Tocomparetheactualcost withtheestimated costofthe
component.

WhatisaBreak-EvenAnalysis?

Abreak-evenanalysisisafinancialtoolwhichhelpsacompanytodeterminethestageatwhich the
company, or a new service or a product, will be profitable. In other words, it is a financial
calculationfordeterminingthenumberof productsorservicesacompanyshouldsellorprovide to

cover its costs (particularly fixed costs). Break-even is a situation where an organisation is

neither making money nor losing money, but all the costshavebeen covered.

Break-even analysis is useful in studying the relation between the variable cost, fixed cost and
revenue. Generally,a companywith lowfixed costswillhave alowbreak-evenpointof sale.For example,
say Happy Ltd hasfixed costsofRs. 10,000 vsSad Ltdhasfixed costsof Rs.
1,00,000sellingsimilarproducts, HappyLtdwillbeabletobreakevenwiththesaleof lesser products

as compared to Sad Ltd.



ComponentsofBreakEvenAnalysis

Fixedcosts

Fixed costs are also called overhead costs. These overhead costs occur after the decision to
startaneconomicactivityistakenandthesecostsaredirectlyrelatedtothelevelofproduction, but not
the quantity of production. Fixed costs include (but are not limited to) interest, taxes, salaries,
rent, depreciation costs, labour costs, energy costs etc. These costs are fixed rrespective of
theproduction. In case of no production also the costs must be incurred.

Variablecosts

Variable costs are costs that will increase or decrease in direct relation to the production
volume.Thesecostsincludecostof rawmaterial,packagingcost,fuelandothercoststhatare directly
related to the production.

CalculationofBreak-EvenAnalysis

Thebasicformulaforbreak-evenanalysisisderivedbydividingthetotalfixedcostsof production by
the contribution perunit (price perunit less the variable costs).

CONTRIBUTIONPERUNIT=(SELLINGPRICEPERUNIT-VARIABLECOSTPERUNIT)

BREAK EVEN POINT(BEP)= FIXED COST
CONTRIBUTIONPERUNIT OR

FIXEDCOST
(AVERAGEPRICEPERUNIT-VARIABLECOSTPERUNIT)

Foranexample:
Variablecostsperunit:Rs.400Sale
price per unit: Rs. 600Desired
profits: Rs.
4,00,000Totalfixedcosts:Rs.10,0
0,000

Firstweneedtocalculatethebreak-evenpointperunit,sowe willdividetheRs.10,00,0000ffixed
costshy the Rs.200 which isthe contribution per unit =(Rs. 600 — Rs.400).

BreakEvenPoint=Rs.10,00,000/Rs.200=5000unitsNext,thisnumberofunitscan beshown in
rupeesby multiplyingthe5,000units with the sellingpriceofRs.600perunit.

WegetBreakEvenSalesat5000unitsxRs.600=Rs.30,00,000.(Break-evenpointinrupees)



BRIEFIDEAABOUTACCOUNTINGTERMINOLOGIES

Bookkeeping is the recording, on a day-to-day basis, of the financial transactions and
information pertaining to a business. It ensures that records of the individual financial
transactionsarecorrect,up-to-dateandcomprehensive.Accuracyisthereforevitaltothe process.

A journal entry is a record of the business transactions in the accounting books of a
business.Aproperlydocumentedjournalentryconsistsofthecorrectdate,amountsto
bedebitedandcredited,descriptionofthetransactionandauniquereferencenumber.

A journal entry is the first step in the accounting cycle. A journal details all financial
transactions of a business and makes a note of the accounts that are affected. Since
most businesses use a double-entry accounting system, every financial transaction
impactatleasttwoaccounts,whileoneaccountisdebited,anotheraccountiscredited. This
means that a journal entry has equal debit and credit amounts

Thebasicformatofajournalentryisasfollows:

Debit  Credit

Accountnameandnumber Rs.1000

Accountnameandnumber Rs.1000

Thetotalamountyouenterinthedebitcolumnequalsthetotal amountenteredinthe credit
column.

PettyCashBook ismaintainedtorecordsmallexpensessuchaspostage,stationery,
telegram. A separate column is allotted for each type of expenditure. The difference
betweenthetotalofthedebititemsandthatofthe‘totalcolumn’onthecreditrepresents the
balance of the pettycash in hand.

FormatofSimplePettyCashBook
Specimen of Simple Petty Cash Book

C.B.
Cash Received Folio Date Particulars V.N. Total Payment ($)




ExampleofSimplePettyCashBook

RecordthefollowingtransactionsinaSimplePettyCashBookfortheMonthorJanuary 2019.

2019 5
Jan. 01 Cash received from head cashier for petty expenses 1,000
Jan. 05 Paid Telephone Expenses 100
Jan. 07 Paid Postage Expenses 15
Jan. 10 Cartage paid 50
Jan. 11 Traveling Expenses paid 100
Jan. 12 Paid Office Expenses 300
Jan. 15 Postage Expenses paid 20
Jan. 20 Paid Telephone Bill 100
Jan. 28 Miscellaneous Expenses 75
Jan. 31 Cartage paid 20
Solution
Cash Received Fi;ﬁn.: Date Particulars V.N. Pay:::'lt ($)
2018
1,000 Jan. 01 Bank account
Jan. 05 Telephone Account 100
Jan. 07 Postage Account 15
Jan. 10 Cartage account 50
Jan. 11 Traveling 100
Jan. 12 Office Exp. Account 300
Jan. 15 Postage Account 20
Jan. 20 Telephone Account 100
Jan. 28 T:::.ILTE“S Exp. 75
Jan. 31 Cartage Account 20
Balance c/d 220
1,000 1,000
220 Feb. 01 Balance b/d

780 Feb. 01 Bank Account



ProfitAndLossAccount-

Theaccountthatshowsannualnetprofitornetlossofa businessiscalledProfitandLoss Account. It
is prepared to determine the netprofit or netloss ofa trader.P&L accountis a component of final
accounts.

Example

FromtheFollowingtrialbalanceofJohn&Co.preparetheTradingandProfitandLoss Account for
the year ended 31st December 2019.

$ $

Opening Stock 20,000 Sales 56,000
Sales Returns 1,000 Creditors 20,000
Purchases 31,000 Capital 1,00,000
Carriage Inwards 20,000 Purchases Return 1,000
Salaries 4,000 Loan 21,000
Investment 20,000 Interest on Investment 2,000
Commission 500
Wages 2,000
Customs Duty 4,000
Building 80,000
Insurance 1,200
Discount 300
Furniture 4,000
Sundry Debtors 20,000
Cash 8,000

2,00,000 2,00,000

Theclosingstockwasvaluedat$32,000.

Solution
John and Ceo.
Trading and Profit and Loss Account
For the year ended 31st Dec. 2019
$ $

Opening Stock 20,000| Sales 56,000
Purchases 31,000 Less: Sales Return 1,000 55,000
Less: Purchases Return 1,000 30,000| Closing Stock 32,000
Carriage Inwards 4,000
Wages 2,000
Customs Duty 4,000
Gross Profit (Transfer to P&L A/c) 27,000

87,000 87,000
Salaries 4,000| Gross Profit b/d 27,000
Insurance 1,200| Interest on Investment 2,000
Commission 500
Discount 300
Net Profit (Transferred to Capital A/c) 23,000

29,000 29,000




BalanceSheet

A balance sheet gives a statement of a business’s assets, liabilities and shareholders’
equityataspecificpointintime.Theyoffera snapshotofwhatyourbusinessownsand what it
owes as well as the amount invested by its owners, reported on a single day. A
balancesheettellsyouabusiness’sworthatagiventime,soyoucanbetterunderstand its
financial position.

palance sheet example

TEDDY FAB INC.
BALANCE SHEET
December 31, 2100

ASSETS LIABILITIES AND SHAREHOLDERS' EQUITY
Current assets Current liabilities
Cash and cash equivalents $ 100,000 Accounts payable $ 30,000
Accounts receivable 20,000 Notes payable 10,000
Inventory 15,000 Accrued expenses 5,000
Prepaid expense 4,000 Deferred revenue 2,000
Investments 10,000 Total current liabilities 47,000

Total current assets 149,000

Property and equipment
Land 24,300
Buildings and improvements 250,000 Shareholders' Equity

Equipment 50,000
L Common stock 10,000
Less accumulated depreciation (5,000 Additional paic-in capital 20,000

Long-term debt 200,000

Total liabilities 247,000

Retained earnings 197,100

Other assets Treasury stock (2,000)
Intangible assets 4,000

Less accumulated amortization (200) Total liabilities and shareholders' equity 472,100

Total assets $ 472,100




d) MARKETINGMANAGEMENT-

Market

Themarketactuallyrefers toasetupwherepotentialbuyers andsellers canmeet to
exchangegoodsorservices. Itisbasicallyamediumthatfacilitatesthesetransactions in an
economy.ltallowsfortheexchangeofgoods,services,informationunder
theprotectionofthelawandgenerallyinexchangeforconsideration.

In marketing, businesses will design strategies that satisfy customers’ needs,increase
sales,maximizeprofitandbeattheircompetition.Thatisanicetruthandstatement,but many might
ask, “what philosophy is the best for a company in setting marketing strategies?”

Well,inthisarticlewewill discussb5differentconceptsofmarketing thateachhavea specific
functionin a holistic marketing strategy. The concepts are:

. TheProductionConcept

. TheProductConcept

1

2

3. TheSellingConcept

4. TheMarketingConcept
5

. TheSocietalMarketingConcept
TheProductionConcept

Theproductionconceptisthemost operations-oriented thananyoftheother marketing
conceptsonthislist.ltspeakstothehumantruththatwepreferproductsthatareeasily available
and inexpensive.

The basic idea of this concept is that businesses will want to produce widely cheap
productsinmaximumvolumestomaximizeprofitabilityandscale.Businessesassume that
consumers are primarily interested in product availability and low prices while
customer’s needs might not be fully addressed.

Suchanapproachisprobablymost effectivewhenabusinessoperatesinveryhigh growth
markets or where the potential for economies of scaleis significant.



TheProductConcept

Theproductconceptisnotsomuchabouttheproduction andbusinessoutputbut focuses
more on the customer.
Potentialcustomersfavorproductsthatofferquality,performance,orinnovative features.

Thismarketingconceptbelievesinpotential customersandhowtheirbrandloyaltyis
closelytiedtooptionsofproducts,thequalityofthoseproductsandthebenefitsthey get
fromthe product and the business theyinvest in.

Thisisseenmostcommonlywithourobsession withAppleproductsandlooking forward to
their newgadgets and features upon launch!

TheSellingConcept

The selling concept is the bread and butter of marketing efforts as it believes that
peoplewill notbuyenoughofabusiness’sproductsobusinessesneedtopersuade them to
do so.

This concept puts alot of power into the hands of a business who has a whole plan to
effectively stimulate more buying withits potential customers. A lot ofthe time we also
seethisactionusedwhen abusinesshastodeal withovercapacityandneedingto sell what
they make rather than what the market needs or wants.

Businessesthatchoosetousethismarketingconceptmustbegoodatfindingpotential customers
andemotionally sell themon the benefits of their “not needed product.”

TheMarketingConcept

The marketing concept is the concept of competition. It is a marketing concept that
believesthatthesuccessofabusinessdependsonthemarketingeffortsthatdelivera better
value proposition than its competitors.



Thisconceptfocusesontheneedsandwantsof  targetmarketingaswell asdelivering
valuebetterthanits competition. Through marketing,it's your goal to bethepreferred
option compared to your competitors.

TheSocietalMarketingConcept

Thesocietalmarketingconceptisthemostprogressiveandmodern-dayapplicable
marketing mindset to have. Itis amarketing concept that believesin giving back to
societyby producing better products that helpthe world be a better place.

MARKETINGTECHNIQUES

SocialNetworksandViralMarketing

Socialmediamarketingfocusesonprovidinguserswithcontenttheyfindvaluableand want to
share across their social networks, resultinginincreased visibility andtraffic.

Social media shares of content, videos, and images also influence Search Engine
Optimization(SEO) effortsinthattheyoftenincreaserelevancyinsearchresultswithin social
media networks like Facebook, Twitter, YouTube, and Instagram and search engines

like Google and Yahoo.

PaidMediaAdvertising

Paid media is a tool that companies use to grow their website traffic through paid
advertising.Oneofthemostpopularmethodsispay-per-click(PPC)links.Essentially,a
company buys or “sponsors” a link that appears as an add in search engine results
when keywords related to their product or service are searched (this process is
commonly known as search engine marketing, or SEM). Every time the add is clicked,
the company pays the search engine (or other third party host site) a small fee for the

visitor — a literal “pay per click.”



Internet Marketing

Internetmarketing,oronlinemarketing,combineswebandemail toadvertiseanddrive e-
commerce sales. Social media platforms may also be included to leverage brand
presenceandpromote productsand services.Intotal,theseeffortsaretypicallyusedin

conjunction with traditional advertising formats likeradio, television, and print.

Email Marketing

Email marketingisahighlyeffectivewaytonurtureandconvertleads.However,it'snot a game
of chance, as towhether your message winds upinspamfilters. Instead,email marketing
is an automated process that targets specific prospects and customers with
thegoalofinfluencingtheirpurchasingdecisions.Emailmarketingsuccessismeasured
byopenratesandclick-throughrates,sostrategy comes intoplay,particularlywhenit’s

usedasacomponentofalargerinternetmarketinginitiative.

DirectSelling

Directsellingaccomplishesexactlywhatthenamesuggests — marketingandselling
products directly to consumers. In this model, sales agents build face-to-face
relationships with individuals by demonstrating and selling products away from retail
settings, usually in an individual’s home.

Point-of-PurchaseMarketing

Point-of-Purchase marketing (or POP marketing) sells to a captive audience — those
shoppers already in-store and ready to purchase. Product displays, on-package
coupons, shelf talkers that tout product benefits, and other attention-getting “sizzle”
oftenswaybuyingdecisionsattheshelfbymakinganoffersimplytoogood —andtoo visible —

to pass up.

CONCEPTOFA4Ps

Marketingis simplistically defined as ‘putting the right productin therightplace,at the
rightprice,attherighttime.’Though thissoundslikeaneasyenough proposition,alot of hard
work and research needs to gointo setting this simple definition up.



Themarketingmixisacrucial tooltohelpunderstandwhattheproductorservicecan offer
and how to plan for a successful product offering. The marketing mix is most commonly
executed through the 4 P’s of marketing: Price, Product, Promotion,

andPlace.

Place Product
4Ps
MARKETING
MIX
Promotion Price
Product

The product is either a tangible good or an intangible service that is seemto meet a
specificcustomerneedordemand.All productsfollowalogical productlifecycleandit is vital
for marketers to understand and plan for the various stages and their unique
challenges. It is key to understand those problems that the product is attempting to
solve. The benefits offered by the product and all its features need to be understood
and the unique selling proposition of the product need to be studied. In addition, the
potential buyers of the product need to beidentified and understood.

Price

Price covers the actual amount the end user is expected to pay for a product. How a
product is priced will directly affect how it sells. This is linked to what the perceived
valueoftheproductistothecustomer ratherthananobjectivecostingoftheproducton offer. Ifa
productis priced higher orlower than itsperceived value,thenit will not sell.

Thisis why it isimperative to understand howa customer sees what you are selling. If
there is a positive customer value, than a product may be successfully priced higher
thanitsobjectivemonetary value.Conversely,ifaproducthaslittle valueintheeyesof
theconsumer,thenitmayneedtobeunderpriced tosell.Pricemayalsobeaffectedby
distribution plans, value chain costs and markups and how competitors price a rival
product.

Promotion

The marketing communication strategies and techniques all fall under the promotion
heading. These may include advertising, sales promotions, special offers and public
relations.Whateverthe channel used,itisnecessaryforittobesuitablefortheproduct, the
priceandtheenduseritisbeing marketed to. Itisimportanttodifferentiate between marketing
and promotion. Promotion is just the communication aspect of the entire marketing
function.



Place

Placeor placementhastodo with howthe productwill beprovidedtothecustomer.
Distributionis a key element of placement. The placement strategy will help assess
whatchannelisthemostsuitedtoa product.Howa productisaccessedbytheend user
also needs to compliment the rest of theproduct strategy

HUMANRESOURCEMANAGEMENT

Functionsofpersonnelmanagement
(A) ManagerialFunctions.

(B) OperativeFunctions.
Functions of Personnel Management

i
v

v !
(A} Manaderial Functions (B) Operative Functions
l. Planning 1. Procurement
2. Organising 2. Development
3. Directing 3. Compensation
4. Co-ordinating 4. Integration
5. Controlling 5. Maintenance

A. ManagerialFunctions:
Management aims atgetting things doneby others.Managerialfunctions
dealwithplanning,organizing,directing,coordinatingandcontrollingthe

activities of employees in an enterprise.

1. Planning:
Planninginvolvesthinkinginadvance.Itisthedeterminationofstrategies,
programmes,policies,procedurestoaccomplishorganizationalobjectives.
Planning is a difficult task which involves ability to think, to predict, to

analyze, and to come to decisions.
2, Organizing:
Organization is a process of allocating the task among its members for

achievingorganizationalobjectives.Thisisdonebydesigningthestructure



or relationship among jobs, personnel and physical factors. For achieving
enterprise goals a number of plans, policies and programmes are decided
upon.Organizationisachannelforimplementingthemandachievinggood
results. The assignment of tasks and fixing of responsibilities will be the

function of personnel management.

3. Directing:

It is the basic function of managerial personnel. Directing means telling
people to do a particular work. It does not mean only issuing orders to
employees but also ensures that they perform as per the directions. The
employeesarealsogiveninstructionsforcarryingouttheirtask.Theorders and

instructions should be clear and precise so that these are obeyed properly.

Motivating employeestoaccomplish their taskisalso apartof directing
function. The circumstances, psychology, economic and social factors
influencingemployeesshouldbetakeninto consideration whileselecting
thetechniquesofmotivation. Thoughallthesedecisionsaretakenbythe top
level management but personnel department is consulted at. every stage.
The effectiveness of various plans and policies for motivating employees is

also undertaken by personnel department.

4. Coordinating:
Organizationalobjectiveswillbeachievedonlyifgroupactivitiesinthe
enterprise are coordinated effectively. There may be a problem of each
group or department trying to pursue its own goals without bothering
about overall objectives. A coordinated approach will helpinachieving

common goals.



Coordination of personnel is required at all levels of management.
Personnel departmentcoordinatesthetaskofdeveloping, interpreting and
reviewing personnel policies and programmes related to employees. The
final decisions may be left to line managers but personnel department

makes suggestions for improvements.

5. Controlling:

Controlling is the act of checking, regulating and verifying whether
everything occurs as per the standards set and plans adopted. The
performanceofpersonsisregularlyreviewedtofindoutwhetheritisgoing
according to the standards or not. In case, performance is low then steps
are taken to improve it in future. Controlling function involves reviewing

performance and taking corrective measures.

B. OperativeFunctions:
Thesefunctionsarerelatedtotheprocuring,developing,compensating,
integrating and maintaining a work-force for attaining organizational goals.

These functions are also known as service functions.

1. Procurement:

This functionrelates tothe procuringofsufficientand appropriatenumber of
persons for carrying out business work. The needs of the organization
should be assessed to find out the requirements of persons. Besides
number, the procurement of suitable persons is also essential. For this
purpose,therequirementsofvariousjobsshould bestudiedforfixingthe
educational and technical experience of persons expected to man those

jobs. Only therighttypeofpersonswill beabletogivesatisfactory results.



2, Development:
Thedevelopmentfunctionisconcernedwiththedevelopmentofemployees by
increasing their skill and proficiency in work. The persons are given
propertrainingthroughvariousmethodssothattheirperformanceisbetter
inundertakingthejobs.Properjobdescriptionwillenabletheemployeesto
know their weak points in performing various jobs. Training programmes

aremade suitable to cover up deficiencies inworkers’ performance.

3. Compensation:

It is concerned with securing adequate and equitable remuneration to
personsworkinginthe organization.Jobanalysiswillenableinfixingthe
remunerationforvariousjobs.Theneedsofthejobsandqualificationsof
persons who will take up those jobs should be taken into consideration
whilefixingremuneration. Iftheemployeesarepaidlessthantheyshould have
got, they may leave the job at an earliest opportunity. So compensation
should be fixed in such a way that it is able to attract and retain suitable

persons in the organization.

4. Integration:

Integration is concerned with the attempt to effect reconciliation of
individual, organization and social interest. It involves infusing among
employees a sense of belonging to the enterprise. The employees should
identify their personal interest with that of the organization. They should
have a feeling that everything good of the enterprise will also be in their
interest. Thiswill bring aboutharmony ofinterests both ofemployees and
the organization. There should be proper communication channel at all
levels.Thegrievancesofemployeesshouldberedressedattheearliest.This will

helpincreating good industrial relations and will integrate them.



5. Maintenance:

This function deals with sustaining and improving conditions that have
been established. Better conditions of work should be maintained at all
times. Theemployeeswillfeel happyto workunder suchconditions.These
conditionsincludeestablishmentofhealth,sanitationandsafetystandards.
Ifworkingconditionsdeteriorate,thenemployeeswillbepromptedtoleave the
enterprise. Personnel department is put in charge of providing and

maintaining healthy and conducive working conditions in the enterprise.

WhatisManpowerPlanning?

Manpower planning is the process of estimating the optimum number of people
required for completinga project, task or agoalwithintime. Manpower planning
includesparameters likenumberofpersonnel,differenttypesofskills,timeperiod etc.
It is a never endingcontinuous process to make sure that the business has the
optimized resources available when required taking into consideration the
upcomingfutureprojectsandalsothereplacementoftheoutgoingemployees.ltis also
called as Human Resource Planning.

Recruitment-

Recruitment is a process of finding and attracting the potential resources for filling up
the vacant positions in an organization. It sources the candidates with the abilities and
attitude, which are required for achieving the objectives of an organization.

Recruitment process is a process of identifying the jobs vacancy, analyzing the job
requirements, reviewing applications, screening, shortlisting and selecting the right
candidate.

Sourcesofman power
Recruitmentisof2types

Internal Recruitment —isarecruitmentwhich takesplacewithin the concern or
organization. Internal sources of recruitment are readily available to an
organization. Internal sources are primarily three — Transfers, promotions and Re-
employment ofex-employees. Re-employment ofex-employees is one ofthe



internalsourcesofrecruitment inwhichemployeescanbe invitedandappointedto fill
vacanciesin the concern.

Internal recruitment may lead to increase in employee’s productivity as their
motivation level increases. It also saves time,money and efforts. But a drawback
ofinternalrecruitment is that it refrains the organization from new blood.

ExternalRecruitment—Externalsourcesofrecruitmenthavetobe solicited from
outside the organization. External sources are external to a concern. But it
involves lot of time and money .The external sources of recruitment include —
Employment at factory gate, advertisements, employment exchanges,
employment  agencies,  educational institutes, labour  contractors,
recommendations etc.

SelectionProcess

Every organization creates a selection process because they have their own
requirements. Although,themainstepsremainthesame.So,let’sunderstandinbrief how the
selection process works.

. ReceivingApplications

Potential employees apply for a job by sending applications to the
organization. Theapplicationgivesthe
interviewersinformationaboutthecandidateslike  their  bio-data, work
experience, hobbies and interests.

. ScreeningApplications

Once the applications are received, they are screened by a special screening
committeewhochoosecandidatesfromtheapplicationstocallforaninterview. Applicants
may be selected on special criteria like qualifications, work experience etc.

. EmploymentTests

Before anorganizationdecides a suitable job forany individual, they have to
gaugetheirtalentsandskills. Thisisdonethroughvariousemploymenttestslike
intelligencetests,aptitudetests, proficiencytests,personalitytestsetc.



. Employmentinterview

Thenextstepintheselectionprocessisthneemployeeinterview.Employment
interviewsaredonetoidentifyacandidate’s skillsetandabilitytoworkinan
organization indetail. Purpose ofanemployment interview is to find out the
suitabilityofthecandidateandtogivehimanideaabouttheworkprofileand what is
expected of the potentialemployee.An employmentinterviewiscritical
fortheselectionoftherightpeoplefortherightjobs.

« MedicalExamination

Themedicalexamisalsoaveryimportantstepintheselectionprocess.Medical
examshelptheemployersknowifanyofthepotentialcandidatesarephysically — and
mentally fit to performtheir duties intheir jobs.

. FinalSelectionandAppointmentLetter

Thisisthefinalstepintheselectionprocess. Afterthecandidatehassuccessfully
passedallwrittentests, interviewsandmedicalexamination,theemployeeissent
oremailedanappointment letter,confirminghisselectiontothejob.
Theappointmentlettercontainsallthedetailsofthejoblikeworkinghours,
salary,leaveallowanceetc.Often,employeesarehiredonaconditionalbasis
wheretheyarehiredpermanentlyaftertheemployeesaresatisfied withtheir
performance.

MethodsofTraining:
1. On-the-jobTraining(OJT)Methods:

Thisisthemost commonmethodoftraininginwhichatraineeisplacedon
aspecific job andtaughtthe skills andknowledge necessary to performit.
TheadvantagesofOJTareasfollows:

1. Onthejobmethodisaflexiblemethod.

2. Itisalessexpensivemethod.

3. Thetraineeishighlymotivatedandencouragedtolearn.

4. Mucharrangementforthetrainingisnotrequired.



On-the-jobtrainingmethodsareasfollows:
1. Jobrotation:

Thistrainingmethodinvolvesmovementoftraineefromonejobtoanother gain
knowledge and experience from different job assignments. This

methodhelpsthe trainee understand theproblems of other employees.

2, Coaching:
Underthismethod,thetraineeisplacedunderaparticularsupervisorwho functions
as acoach intraining and provides feedback to the trainee.

Sometimesthetraineemaynotgetanopportunitytoexpresshisideas.

3. Jobinstructions:
Alsoknownasstep-by-steptraininginwhichthetrainerexplainsthewayof doing

the jobs tothetrainee andin case ofmistakes, corrects the trainee.

4. Committeeassignments:
Agroupoftraineesareaskedtosolveagivenorganizationalproblemby discussing

the problem. This helps toimprove team work.

2, Off-the-jobMethods:

On the job training methods have their own limitations, and in order to
havethe overalldevelopmentofemployee’s off-the-jobtrainingcanalsobe
imparted.Themethodsoftrainingwhichareadoptedforthedevelopment of
employees away from the field of the job are known as off-the-job

methods.

Thefollowingaresomeoftheoff-the-jobtechniques:
1. Casestudymethod:

Usuallycasestudydealswithanyproblemconfrontedbyabusinesswhich can

be solved by anemployee. The trainee isgiven an opportunity to



analysethecaseandcomeoutwithallpossiblesolutions.Thismethodcan enhance

analytic and critical thinking of anemployee.

2. Incidentimmethod:
Incidentsarepreparedonthebasisofactualsituationswhichhappenedin
differentorganizationsandeachemployeeinthetraininggroupisaskedto make
decisions as if it is a real-life situation. Later on, the entire group discusses
the incident and takes decisions related to the incident on the basis of

individual and group decisions.

3. Roleplay:
Inthiscasealsoaproblemsituationissimulatedaskingtheemployeeto assume
the role of a particular person in the situation. The participant
interactswithotherparticipantsassumingdifferentroles.The wholeplay will be
recorded and trainee gets an opportunity to examine their own

performance.

4. Businessgames:

According to this method the trainees are divided into groups and each
grouphastodiscussaboutvariousactivitiesandfunctionsofanimaginary
organization. They will discuss and decide about various subjects like
production, promotion, pricing etc. Thisgivesresult in co-operative

decisionmakingprocess.
6.Lectures:

Thiswillbeasuitablemethodwhenthenumbersoftraineesarequitelarge.
Lecturescanbeverymuchhelpfulinexplaining theconceptsandprinciples very

clearly, and face toface interaction is very much possible.



Paymentof\Wages

The Payment of Wages Act, 1936 (Act) is essentially meant to benefit industrial
employeeswhodonothaveveryhighsalaries.Itappliestoallemployeesworkingin a factory or
working through a sub-contractor or directly with the railway
administrationorthoseemployedintheindustrialsectorasthe Actspecifies.

In2017,theGovernmentofindiaincreasedtheceilinglimittoRs.24,000permonth.  This
meansthatemployeeswithwages uto theceiling limitarecovered underthe Act.



Leadership

Leadership in business is the capacity of a company's management to set and achieve
challenginggoals,takefastanddecisiveactionwhenneeded,outperformthecompetition,and inspire
others to perform at the highest levelthey can.

Need/ImportanceofLeadership

Leadership plays an important role in the development of any organization. No
organization can work efficiently without effective leadership. Leadership is an
importantfunctionofthemanagementwhichhelpstoenhanceproductivityandto
achieve organizational goals. Infact leadership is anessential part and a crucial
component of effective management which helps to maximize efficiency and
achieve organizational goals.

Theimportanceofleadershipinorganizationaldevelopmentcannotbe denied.

« Influencing the behaviour of people: A leader impresses his subordinates
withhisleadershipability.Hebringsthem under hiscontrol insuchawaythat they
put in their best efforts to achieve the goals of the organization. Good leaders
usually get good results through their followers.

« Helps employees in fulfilling their needs: A leader establishes personal
relationshipwithhissubordinatesandtries tomeettheirrequirements.People
follow a leader because he provides them security and the opportunities to
earnwealth,givesthemtherighttoworkandtriestounderstandtheirfeelings.
Employees willingly accept him because he takes care of their needs.

« Introducing required changes:The business environment is changing at a
quick pace, so in order to face the changing environment, many alterations
havetobeintroducedintheorganization. Sincethepeoplealreadyhappento be
under the influence of the leader, he can easily makes them agree to
implement these changes.

« Solving conflicts effectively: A leader can effectively solve every type of
conflict be it employee vs. employee or employees vs. employer. A leader
allows his followers the liberty to express their views. That is the reasonthat
heeasilyunderstandstherealityoftheconflict,inthisway,byunderstanding the
natureoftheconflicthetriestoprovidetimelysolutionandminimizesthe possibility
of adverse results.

« TrainingandDevelopmentofSubordinates:Aleaderhelpsinthetraining and
development of the employees. He makes them aware of the modern
techniques of work. In addition, he makes it possible for them to be good
leaders in future.

« Settingaclear vision:Thismeansinfluencingemployeesto understandand
accept the future state of the organization. Agood leaderwillinfluence his



followerstoperformtheirdutiesbyexplainingthevisionandtheimportanceof their
role in the outcome.

« Motivating and guiding employees: This involves finding out the needs of
the employees and fulfilling them. It is important to define the employees role
intheworkprocessandprovidethemwiththetoolsneeded.Agoodleaderwill
explainthe task and be available to assist them if they runinto a problem.

« Buildingmorale:Thisinvolvespullingeveryonetogethertowardsacomment
goal. A good leader will let the employees know how much their work is
appreciated. A simple gesture like providing praise for a task well done, or
throwingapartytorecognizesmall achievements,will regeneratetheirspirits.

QualitiesofalLeader

Integrity

The importance of integrity should be obvious. Integrity is essential for the
individual and the organization. It’s especially important for top-level
executiveswhoarechartingtheorganization’scourseandmakingcountless other
significant decisions.

AbilitytoDelegate

Delegatingisoneof thecoreresponsibilitiesof aleader, but itcanbetrickyto
delegateeffectively. Thegoalisn’tjusttofreeyourselfup—it'salsotoenable your
direct reports, facilitate teamwork, provide autonomy, lead to better decision-
making, and help your direct reports grow. In order to delegate well, you also
need to build trust with your team.

Communication
Effectiveleadershipandeffectivecommunicationareintertwined. Youneedto be
able to communicate in a variety of ways, from transmitting information to
coachingyourpeople.Andyoumustbeableto listenandcommunicatewitha
widerangeofpeopleacrossroles,socialidentities, andmore.Thequalityand
effectiveness of communication across your organization directly affects the
success of your business strategy too.

Gratitude

Gratitudecanleadtohigherself-esteem, reduceddepressionandanxiety,
andevenbettersleep.Fewpeopleregularlysay“thankyou”atwork,even



though most people say they’d be willing to work harder for an appreciative
boss.Learnhowtogivethanksandpracticemoregratitudeintheworkplace.

LearningAgility

Learningagilityistheabilitytoknowwhat todowhen youdon’t knowwhatto do. If
you’re a “quick study” or are able to excelin unfamiliar circumstances, you
might already be learning agile. But anybody can foster learning agility
through practice, experience, and effort.

Influence

Forsomepeople,“‘influence”feels likeadirtyword.Butbeingabletoconvince people
through logical, emotional, or cooperative appeals is a component of being an
inspiring, effective leader. Influence is quite different from manipulation, and it
needs to be done authentically and transparently. It requires emotional
intelligence and trust-building.

Courage

It can be hard to speak up at work, whether you want to voice a newidea,
providefeedbacktoadirectreport. That'spartofthereasoncourageisakey skill for
good leaders. Rather than avoiding problems or allowing conflicts to fester,
courage enables leaders to step up and move things in the right direction.
Respect

Treating people with respect on a daily basis is one of the most important
things a leader can do. It will ease tensions and conflict, create trust, and
improveeffectiveness.Respectismorethantheabsenceofdisrespect, andit can
be shown in many different ways.

Functionsofal.eader:

1. SettingGoals:
Aleaderisexpectedtoperformcreative functionoflayingoutgoalsand

policiestopersuadethesubordinatestoworkwithzealandconfidence.
2, Organizing:

The second function of a leader is to create and shape the organization on

scientificlinesbyassigningrolesappropriatetoindividualabilitieswiththe



viewtomakeitsvariouscomponentstooperatesensitivelytowardsthe achievement

of enterprise goals.

3. InitiatingAction:

The next function of a leader is to take the initiative in all matters of
interesttothegroup.Heshouldnotdependuponothersfordecisionand
judgment. He should float new ideas and his decisions should reflect

original thinking.

4. Co-Ordination:
Aleaderhastoreconciletheinterestsoftheindividualmembersofthe group
with that of the organization. He has to ensure voluntary co- operation

from the group in realizing the common objectives.

5. DirectionandMotivation:
It is the primary functionof aleader to guide and direct his group and
motivatepeopletodotheir bestintheachievementofdesiredgoals,he should

build up confidence and zeal in the work group.

6. LinkbetweenManagementandWorkers:

A leader works as a necessary link between the management and the
workers.Heinterpretsthepoliciesand programmesof themanagementto his
subordinates and represents the subordinates’ interests before the
management. He can prove effective only when he can act as the true

guardian of the interests of his subordinates.



ManagerVslLeader

Basis Manager Leader
Origin Apersonbecomesamanager byvirtue of Apersonbecomesaleaderonbasisofhis
9 his position. personal qualities.
FormalRights Managerhasgotformalrlght5|nan Rightsarenotavailabletoaleader.
organizationbecause of hisstatus.
Thesubordinatesarethefollowersof Thegroupofemployeeswhomtheleaders
Followers .
managers. leads are his followers.
Functions Amanagerperformsallfivefunctionsof Leaderinfluencespeopletoworkwillingly for
management. group objectives.
Amanagerisvery essential toa concern A leader is required to create cordial
Necessity 9 y : relationbetweenpersonworkinginandfor
organization.
Stability Itismorestable. Leadershipistemporary.
Mutual Al lead Alllead t
Relationship managersareleaders. eadersarenotmanagers.

Accountability

Managerisaccountableforself and
subordinates behaviour and
performance.

Leadershavenowelldefined accountability.

Amanager’sconcernisorganizational

Aleader’sconcernisgroupgoalsand member’s

Concern i :
goals. satisfaction.
Followers Peopl_ef_ollowmanager byvirtueof job Peoplefollowthemonvoluntarybasis.
description.
Amanager(_:anco.ntlnuemofﬁcepll he Aleadercanmaintainhispositiononly
Role performs his duties satisfactorily in

continuation

congruence with organizational goals.

throughdaytodaywishesoffollowers.

Sanctions

Managerhascommandoverallocation
and distribution of sanctions.

A leader has command over different
sanctionsandrelatedtaskrecords.These
sanctions are essentially of informal
nature.




L eadershipStyles

AutocraticLeadership

Authoritarian leaders, also known as autocratic leaders, provide clear expectations for what
needstobedone,whenit shouldbedone,andhowit shouldbedone. Thisstyleofleadership is strongly
focused on both command bythe leader and controlof the followers. There is also a clear
division between the leader and the members. Authoritarian leaders make decisions
independently, with little or no input fromthe rest ofthe group.

Authoritarianleadershipisbest appliedto situationswherethereislittletimeforgroupdecision- making
or where the leader is the most knowledgeable member ofthe group. The autocratic approachcan
be a goodone whenthe situation calls for rapid decisions and decisive actions.

DemocraticLeadership

Democraticleadershipistypicallythemosteffectiveleadershipstyle.Democraticleadersoffer
guidance to group members, but theyalso participate in the group and allow input fromother
groupmembers.Democratic leaderstendtomake followersfeelliketheyareanimportant part ofthe
team, which helps foster commitment to the goals ofthe group.

ParticipativeLeadership

Participative leaders encourage group members to participate, but retain the final say in the
decision-makingprocess.Groupmembersfeelengagedintheprocessandaremoremotivated and
creative.

Need/Importanceofmotivation

1. Greaterefficiency:

Motivation enhances the efficiency of the employees and of
organization.Whenemployeesaremotivated,theycanperformwith
commitment and dedication.

2. Reduction in absenteeism and labour turnover:
Motivated employees may not remain absent or leave the
organization.Theydevelopasenseofbelongingtowardsthe

organization and thus improve their overall performance.



3. Teamspirit:
Motivationimprovesteamspiritofemployees,andthisimprovesthe
work environment and the overall performance of the employee and
the organization.

4. Reductioninwastagesandbreakages:
Motivatedemployeestakegreatcareinhandlingmachinesandother
resources. This will reduce wastages and breakages, thus resulting in
higher benefits to the organization.

5. Cordialrelations:

Motivation enables cordial and healthy relationship in the
organization.Motivationhelpsreducelabourgrievancesanddisputes. It
ensuressoundrelationsbetweenthemanagementandthelabour.It
improves the overall efficiency of the organization.

6. Promotionofinnovation:

Motivated employees use their initiative to find out innovative ways in
theperformanceoftheiroperations.Such employeesaremorecreative and
help theorganization to gain thecompetitive advantage.

7. Optimumuseofresources:
Motivationleadstogreateremployeeinvolvementandlesserwast- ages.
This leads to optimum utilization of resources.

8. Corporateimage:

Motivated employees are more loyal to the organization. They work
withasenseofcommitmentanddedication.Thisimprovestheoverall
performance of the employee, which enables better results for the

company. Thisresultsin better relations with all the stakeholders.



Characteristics/FeaturesofMotivation:

1. Interaction between the individual and the situation:
Motivationisnotapersonaltraitbutaninteractionbetweenthe
individual and the situation.

2. Goal-directedbehaviour:
Motivationleadstoanactionthatisgoaloriented.Motivationleadsto
accomplishment of organizational goals and satisfaction of personal
needs.

3. Systemsoriented:

Motivationisinfluencedbytwoforces:

a. Internalforces:
Theseforcesareinternaltotheindividual,i.e.,theirneeds,wantsand nature.
b. Externalforces:

These forces are external to the individual, which may be
organizationalrelatedsuchasmanagementphilosophy,organizational
structure, and superior-subordinate relationship, culture, customs,
religion and values.

4. Positiveornegative:
Positivemotivationorthecarrotapproachofferspositiveincentives such
as appreciation, promotion, status and incentives. Negative
motivation or stick approach emphasizes penalties, fines and
punishments.

5. Dynamicandcomplexinnature:

Human behaviour is highly complex, and it becomes extremely
difficulttounderstandpeopleatwork.Motivationisadynamicand

complex process.



FactorsAffectingMotivation

1. Rewardandrecognition

Thereare manywaystorewardemployees.Rewardscanvary inboth cost and
Impact and it is best to offer a portfolio of rewards, examples
includeonceinalifetimetripsandexperiences,vouchersorsomething as simple
as an extra day off. The aim of rewarding and recognising employees is to
encourage and motivate themtoexceedwithintheir roles and promote
positive behaviours.

2. Development

Development is very important for motivating employees; studies have
shownthat20%ofemployeesprefercareerdevelopmentopportunities and
training to monetaryreward. Development makes an employee self-
dependent and allows them tocontribute moreeffectivelyinthe workplace.
It also helps employees to enhancetheir inputtoyour business.

3. Leadership

Only 2 in10 employeesstronglyagree thattheirperformance is managed in a
waythat motivates them to do outstanding work—this clearly displays how
much a good leader motivates employees. A good leader has the
knowledge of what truly inspires loyal andmotivated
humanstoperformatahighlevel.ltis importantthatagoodleaderhas reasonable
expectations, gives creditwherecreditisdueand appreciates their staff.

4. Worklifebalance

Providing a good work life balance nurturesemployees.Motivated employees
are less likelytotakesickdays, leavetheorganizationand will be more prepared
to worklongerhours.Equallythesesame employees are more likely
to‘burnout’andwillfeellessmotivatedif
thereisnotahealthyworklifebalance.Asanorganization,itis important to
ensurethat employeesareworking reasonablehoursandare
combiningworkwith activities that promotehealth andwellbeing.



5. Workenvironment

Motivatedemployeesthriveinapositiveworkenvironment.T hisrefersto
thephysicalandnon-physicalenvironment—-thephysicalenvironmentis theoffice
space and surrounding areas. Employees work better in open spaces that
stimulate the senses.

Regarding the intangible environment, motivated employees value
engagement and communication. Engagement is achieved through many
differentfactorssuchas,givingregularfeedback,developmentanddaily
challenges.

TheoriesofMotivation(Maslow)

Self-fulfillment
needs

Self-
actualization:
achieving one’s

full potential,
including creative
activities

Esteem needs:
prestige and feeling of accomplishment Psychological

needs
Belongingness and love needs:
intimate relationships, friends

Safety needs:
security, safefy Basic
needs
Physiological needs:
, water, warmth, rest

1. Physiologicalneeds-thesearebiological requirementsforhumansurvival,e.g.air, food,
drink, shelter, clothing, warmth, sex, sleep.

Iftheseneedsarenotsatisfiedthehumanbody cannotfunctionoptimally.Maslow
consideredphysiological needs the most importantas all theotherneeds become
secondary until these needs are met.

2. Safetyneeds- Onceanindividual’s physiological needsaresatisfied,theneedsfor
securityandsafetybecomesalient.Peoplewanttoexperienceorder,predictabilityand
control intheirlives. Theseneedscanbefulfilledbythefamilyandsociety(e.g.police, schools,
business and medical care).



Forexample,emotionalsecurity,financial  security(e.g.employment,social  welfare),
lawandorder,freedomfromfear, social stability,property,health andwellbeing(e.g.
safety against accidents and injury).

3. Love and belongingness needs- after physiological and safety needs have been
fulfilled,thethirdlevelofhumanneedsissocialandinvolvesfeelingsofbelongingness. The
need for interpersonal relationships motivates behavior

Examplesincludefriendship,intimacy,trust,andacceptance,receivingandgiving affection
andlove. Affiliating, being part of a group (family, friends, work).

4. EsteemneedsarethefourthlevelinMaslow’shierarchy -whichMaslowclassified into
two categories: (i) esteem for oneself (dignity, achievement, mastery, independence)
and (ii) the desire for reputation or respect from others (e.g., status, prestige).

Maslowindicatedthattheneedforrespectorreputationismost important forchildren and
adolescents and precedes real self-esteem or dignity.

5. Self-actualizationneedsarethehighestlevelinMaslow'shierarchy,andrefertothe
realization of a person's potential, self-fulfillment, seeking personal growth and peak
experiences.Maslow(1943)describesthislevel asthedesiretoaccomplisheverything that
one can, to become the most that one can be

MethodsoflmprovingMotivation

1. Recognizegreatwork

One ofthemostimportantfactorsthatcontributetoemployee motivationis how
often their hard work is recognized. 70% of employees say that motivation
and morale would improve massively with increased recognition from
managers. After all, if an employee puts a lot of effort into a project to
produce exceptional results but their hard work isn't recognized, why would
they continue to be a high-performing employee?

2. Celebrateresults

Partofwhatmakessettingsmallandmeasurable goalssoimportantisthatit provides
plenty ofopportunities to celebrate your team’s hard work.

This doesn't mean you need to give a standing ovation to everyemployee
whomadeittoworkontime,butitiscrucialtoleteveryone knowexactly howmuch
each of their contributions move the organization forward.



3. Staypositive

Negative emotions have their place, and some really good process or
culturalchangescanstemfromhavingtoughconversations.However,it's
important to find ways to inject positive experiences into your team's
interactions to create a net positive workplace.

4, Stayfueled

It'shardtostayfocusedanddriven whenyou'rehungry.That's whyit's so important
for everyone to stay fed, hydrated.

Unfortunately, it's common for employees to become so busy engrossed in
theirworkthattheycanbarelysqueezeintimeforlunch.That's notgreat for their
health and even worse for their productivity.

5. Takeregularbreaks

Banging your head against a problem for three hours is rarely productive.
Steppingbackandtakingamomenttorecalibrateisn't justhelpfulinstaying
motivated, it's also important to your health.

Sitting alldayisn't good for you, and neitheris workingnonstop. Taking a
shortbreakeveryhourortwocanhaveapositiveeffect onboth your mind

andbody,especiallyfor remoteworkers.Don'tforgettogetupfromyour desk
and grab some fresh air.

6. Stayhealthy

Whenyou’reill,stayathome!lt's unlikelythat you'llbegettinganyofyour best
work done when you can hardlyhold your head up, andnot takingthe time to
rest will only prolong your sickness and prevent your body from recovering.

7. Betransparent
Everyrelationship,includingworkrelationships,isbuiltontrust.Defaulting to
transparency is one of the best ways to encourage an atmosphere of trust
amongst you and your team, and a team that trusts you will be more
motivated and engaged with their work.

8. Provideclarity

In order to be motivated about your work, it’s crucial that you actually
understandwhatyourgoalsandobjectivesare.Formanyemployees,that



understandingstartswithtransparency, andendswithclarity. Withoutclarity,
transparencybegins to lose its effectiveness and motivational power.

9. Provideasenseofsecurity

We'renottalkingabouthiringabouncerfor youroffice(althoughyoushould
makesureyouremployees  feelsafeatyourworkplace!).  We’retalkingabout
employees feelingsecure enough toshow their full selves at work.
Onceemployees  feelsecure,they'remorelikelytobemotivatedtoreach,  and
further stretch their potential.

10. Offersmall,consistentrewards

Rewarding employees for their hard work is a motivational rule that nearly
goes withoutsaying. However,thereareseveralways togoaboutdoingthat, and
some are more effective than others.

Annualbonusesareacommon waymanyemployers rewardemployees for their
hard work.

Importance of Communication in
BusinessCommunication is one of the most important functions
of management. It promotes managerial efficiency and induces the
humanelementsinanorganisationtodevelopaspiritofcooperation.

1. EfficientandSmoothRunningofanEnterprise:

The smooth and efficient functioning of an enterprise entirely depends
upon the effectiveness of the system of communication. It provides the
necessarybasisofdirectionandleadership.Itactuatespeopletoactionin
accordance with the desires of the management. Without proper
communication, performance and achievements of the goals may not be
possible.

2. BasisofDecisionMaking:
Communicationisthebasisofdecisionmaking.Ithelpsthemanagementto take
essential decision and conduct vital operations. The quality of decisions
made in an organisation entirely depends on the amount and quality of
information available to the management. The quality of
informationdepends upon effective communication, andthequality of



communicationexercisesconsiderableinfluenceonthequalityofdecision
making.In the absence of effective communication it may not be possible
for the top management to come in closer contacts with each other.

3. ProperPlanningandCoordination:

Communication is very helpful in planning and coordinating the activities
ofbusiness.Ifthesystemofcommunicationisgood,usefulsuggestionswill
come from the subordinates to the superiors. This would be helpful in the
formation of plans.

4. ForHigherProductivityatMinimumCost:
Effectivecommunicationbetweenemployersandemployeesplaysavital role
in obtaining maximum production with the minimum of cost.
Communicationwillmaketheemployeefeelmoresecureandmore interested
in his work.

5. MoraleBuilding:
Communicationinindustryisthebasisformoralebuilding.Underan
effective system of communication, it is quite convenient for the
employees to bring their grievances to the notice of the management
and geta proper adjustment. Itcreates mutual trust and faith.

6. BindsPeopleTogether:

Effective communication induces the human elements in an
organizationtodevelopa spiritofcooperationandproducesthewillto do
work before actually doing it. In this way, effective communication
binds the people of an organization together.

7. CreatesMutualTrustandConfidence:
Effectivecommunicationcreatesmutualtrustandconfidencebetween
the management and the labour. It gives job satisfaction to the
workers. It is essential for healthy industrial relations. Sharing ideas
and experiences with workers eliminates their fears and
misunderstanding and helps in winning over their trust and
confidence.



TYPESOFCOMMUNICATION

1. VERBALCOMMUNICATION

Verbalcommunication istheuseof languagetotransferinformationthroughspeaking or sign
language. It is one of the most common types, often usedduring
presentations,videoconferencesandphonecalls,meetingsandone-on-
oneconversations.Verbal communication is important because it is efficient. It can be helpful
to support verbal communicationwithbothnonverbaland written communication.

2. NON-VERBALCOMMUNICATION

Nonverbalcommunicationistheuseofbodylanguage,gesturesandfacial expressions
to convey information to others. It can be used both intentionally and unintentionally.
Forexample, youmightsmileunintentionallywhenyouheara pleasingor enjoyable idea
or piece of information.Nonverbalcommunication is helpfulwhen trying to understand
others’ thoughts and feelings

3. WRITTENCOMMUNICATION

Writtencommunicationistheactof — writing,  typingorprintingsymbolslikeletters  andnumbers
toconveyinformation.ltishelpfulbecauseitprovidesarecordofinformationforreference.
Writingiscommonlyusedtoshareinformationthroughbooks,pamphlets,blogs,letters,
memosandmore.Emailsand chatsareacommonformofwritten communication in the
workplace.

4. VISUALCOMMUNICATION

Visualcommunicationistheactofusingphotographs,art,drawings,sketches,chartsand
graphstoconveyinformation.Visualsareoftenusedasanaidduringpresentationstoprovide
helpfulcontextalongsidewrittenand/orverbalcommunication.Becausepeoplehavedifferent
learningstyles,visualcommunicationmightbemorehelpfulforsometoconsumeideasand
information.



BarriersinCommunication

1. SemanticBarriers:

Semanticsisthestudyofrightchoiceofwords.The semantic network
ofsender may bedifferent fromthatofthereceiverandtherefore, the
message may not be understood as intended.
Theword‘profits’hasdifferent meaning —pre-taxprofitsorpost-tax
profits, fixed amount of profit or rateof return.

(a) Symbolswithdifferentmeanings—Awordcanhavedifferent

meaning in different contexts. Wrong perception leads to
communication problems.

(b) Badlyexpressedmessage— It mayhappenonaccount ofomission
ofneeded words, inadequate vocabulary, usageofwrong words, etc.

(c) Unclarifiedassumptions—Certainassumptionsofthe
communication are subject to different interpretations.

(d) TechnicalJargon—Sometimespeoplemaynotunderstandthe

actual meaningoftechnical jargonorlanguageusedbyspecialists.

(e) Faulty translations — Sometimes mistakes may creep in if
translatorwhoisnotproficientinbothEnglishandHindiisinvolved in
translating the communication.

(f) Body language and gesture decoding — Communication may be
wronglyperceivedifthereisnomatch betweenwhatissaidandwhat is
expressed in body movements.

2. Psychological/Emotionalbarriers:

Communicationwillbedisruptedifstateofmindofboth senderand
receiver of communication is not inan ideal position.
(a) Prematureevaluation —Ifapersonhaspre-conceivednotions

against the communication, then he will evaluate the meaning of
message before the sender completes his message.

(b) Lossbytransmissionandpoorretention—Successivetransmission of
the message results in inaccurate information. Usually people cannot
retain the information for long time if they are inattentive or not
interested.



(c) Lackofattention—Non-listeningofmessageduetopre-occupied
mind of the receiver acts as a major psychological barrier.
3. OrganisationalBarriers:

(a) Organisationalpolicy—Effectivenessofcommunicationmaybe
hampered if organisational policy is not supportive to free flow of
communications.

(b) Status— Astatusconsciousmanagermay notallowhis
subordinates to express their feelings freely.

(c) Rulesandregulations—Rigidrulesandcumbersomeprocedures
may be a hurdle to communication.

(d) Complexity in organisation structure — Communication gets
delayedanddistortediftherearenumberofmanageriallevelsinan
organisation.

(e) Organisationalfacilities—Communicationsmaybehamperedif
facilities for smooth, clear and timely communications are not
provided.

4. PersonalBarriers:

(a) Fear of challenge to authority — A superior may withhold or
suppresscommunicationifhethinksthataparticularcommunication
may adversely affect his authority.

(b) Lack of confidence of superior on his subordinates — Superiors
maynotseekadviceoropinionsoftheirsubordinatesiftheydonot have
confidence on the competency of their subordinates.

(c) Unwillingness to communicate — If subordinates perceive that it
mayadverselyaffecttheirinterests,thentheymaynotbepreparedto
communicate with their superiors.

(d) Lackofproperincentives—Subordinatesmaynottakeinitiativeto
communicate if there is no motivation or incentive for
communication.



UNIT-7

HUMANRELATIONSHIPANDPERFORMANCEINANORGANISATION

A human relation is the relationship between human resources of the organization.
Human resource is one of the important assets of an organization. Hence, healthy
humanrelationsleadtoincreasedproductivityandefficiency.Italsoplayscrucialrolein
growth and success of the organization.

RelationwithPeers,SuperiorsandSubordinates

Itisalwaysanexperiencetointeractwiththepeer,superiorandsubordinategroups.All the
three groups of people give a different feel and learning, when we interact with them.
All the three groupsareimportant and very much existent in all areas oflife.
Whetheritisfamily,office,friends,mentors,teachers,bosses,acquaintances,etc,allof
themare typically divided into three categories.

Peers:

The first category will always be peers because we respond to them very easily and
very firstly. We normally tend to be comfortable with them in terms of talking and
interacting. One more reason of a person being comfortable with peers is they have
similarproblemsandtheyempathizeverywellwitheachother.Forexamplecolleagues in
office, friends, cousins, acquaintances, social circles, etc.

Superiors:
Thesecondcategoryissuperiors.Theteachers,mentors,bosses,family,etcgenerally
fallinthis category.They are the ones who are higherthan usas far as theknowledge
orexperience.Theyexpectacertainkindofrespectfultreatmentfromus,whilewedeal with
them. We normally tend to take time to interact with them directly; more so, particularly
because they also have an expectation barrier to break first with us. They are the ones
from whomyou learn effortlessly because we know that they know more than us. For
example uncles, aunts, bosses, bosses of bosses, mentors, aged consultants, senior
positions in any way, etc.

Subordinates:

The third category opens up the scope of being a mentor to others, as well as taking
work fromthemor helping themto cope up. They arelesser either byage, experience,
knowledge or relationship and that’'s why we feel good dealing with them and
sometimes even show them off our seniority. They are the ones who need our
reciprocationfortheirgrowth butstill ourresponses tothemareimportant;ifwehaveto take
work fromthemor they are in our social circles or fall in as a teamto achieve targets in
professional fronts.



Threegoldenrulestothesethreecategoriesare:

« Be a good peer, only then you will be in a position to build up long term
relationshipsfor coming days. A goodpeerisone who values opinionof another
peerhelpshimoutwhentheotheroneneedsandbeagoodpal whoisgenuinely
interested in other person’s growth.

« Beagoodsuperior,onlythenyouwill berespectedforwhatyoudo,byyourjuniors and
appreciated as a team leader. A good superior takes a team to a new height
andtherebytaketheorganizationandfamilytohighsandachievetargetswhichare very
difficult.

e Be a good subordinate, only then you can enhance the credit of your bosses,
mentors whichinturnwilladdtolotofcredittoyourstanding.Agoodsubordinateis one on
whomthe boss or family can relyon for whateveris given to finish and who gives
unbiased opinions and is helpful in decision making with his genuine interest of his
superior’s progress.

TQM is acontinuousprocessofimprovementforindividual,groups aswellas theentire
organization,wherebymanagersattempttochangetheorganization’swayofworkingby
developing people’s knowledge about what to do, how to do, doing it with the right
methods and measuring the improvement of the process and the current level of
achievement.

TQMiswidelyusedinmanufacturing,education,hospitals,callcenters,government, and
service industries, as well as space andscience programs

BasicconceptsofTOM

1. Quality: Thetotalityoffeaturesandcharacteristicsofproductorservicethatbears on its
ability to satisfy stated or implied needsof a customer.

2. QualityPolicy: Theoverall qualityintentionsanddirections ofanorganizationas
regardsquality formally expressed by top management. The quality policy forms an
element of the corporate policy andis authorized by top management.

3. Quality Management: The aspect of the overall management function that
determinesandimplementsqualitypolicy.Qualitymanagementincludesstrategic
planning,allocationofresourcesandothersystematicactivitiesforqualitysuchas
operations and evaluations.

4. QualityAssurance: Qualityassuranceisallthoseplannedandsystematicactions
necessary to provide adequate confidence that a product or service will satisfy



requirements of a customer. Unless the requirements of customer are fully reflected in
theproductorservice,qualityassurancewillnotbecomplete.Qualityassuranceserves as a
management tool to provide confidence in supplier/manufacture in contractual
situation.While taking a broad view of quality control, we come across different words
such as limits, tolerance, allowance, fit etc. These words are described in terms of
below limits. Limits for a dimension or other unit of measurement are the two extreme
permissible measurements for that dimension or unit.

5. Quality Control: Quality controls are operational techniques and activities that are
usedtofulfillrequirementsforquality.Qualitycontroltechniquesandactivitiesaimboth, at
monitoring a process and at eliminating causes of unsatisfactory performance at
relevant stages of the production in order to achieve economic effectiveness of an
organization.

6. Conformity:Anaffirmativeindicationorjudgmentthatthesupplier/manufacturerofa
product or service has met the requirements of the relevant specifications, contact or
regulationsand also the state of meeting requirements, is the real test ofquality.

7. "Quality Circle": QC is a process that stimulates everyone to achieve greater
satisfactioninthework environment.ltisbasedonmutual trustandcooperation.ltalso
includesgroupparticipation,informationsharinganddecisionmaking.ltsprimaryaimis
toprovideabetter qualityofworkinglifetoworkmenatalllevelsinanorganization."QC is a
small group of employees in the same work.Work area or doing a similar type of work
who voluntarily meet regularly for about an hour every week to identify, analyze and
resolve wok-related problems, leading to improvement in their total performance and
enrichment of their work life".

Workplace(Health,SafetyandWelfare)Regulations1992

TheWorkplace(Health,SafetyandWelfare)Regulations1992,asamended, applyto all
workplaces except ships, building and construction sites.

Thecreationandmaintenanceofasafeplaceofworkmustbeachievedbyensuring:

o workplacestructuresandbuildingsaresafeatalltimes
« buildingsarestableandsuitableforthetaskstobecarried out

e environmentalconditions,egheating,lightingandventilation, provideforthe
comfort and well-being of employees and are suitable for thenature of work
being done

« the  workplaceisfreeofhazardsarisingfromthe  use,storage,transportand
disposal of materials, substances and waste

o Floors, walkways and access arrangements (including roads) do not pose a
hazardandspaceshouldbeadequatetoallowrisk-freemovementsofpeople,
materials and moving equipment.

o areaswhereitmaybepossibletofallfromaheightareguarded;suchareas include:

= roofswhereaccessisrequiredtoventilationequipmentandforother
maintenance purposes

= process operations carried out at different heights (eg filling of high level
hoppers,splitormezzaninefloorsinfactories)protectionisprovidedtoguard
against falling objects



The processes of keeping the workplace clean, ordered and tidy are adequate.
provisionforsanitaryandwashingfacilities,storageandchangingofclothingrestrooms and
arrangements for meals and provision of drinking water are adequate

CausesofAccidents

Accidentsareeventsthatresultfromacomplexinteractionofavarietyoffactors. Thereisno single theory
that can account for the way all accidents arise. It is possible, however, to
recognizesomeofthesefactorsandinteractionstoassistinidentifyingpreventivemeasures. They can
be classified into direct and indirect causes.

It is occasionally difficult to draw a line between direct and indirect causes and such
classificationshouldnotbeseenassettinghardandfastapproachestoaccidentprevention and
investigation. They do, however, provide a useful way of examining and rationalizing
accidents.

Direct causes
Thesecanbeseenasdirectlycausingtheaccidentbecausetheyaremostlyphysically

observable. They include the immediate and basic causes from Bird’s approach and
consist of a variety of circumstances and situations.

Unsafeconditionsofpremises

Theconditionsattheplaceofworkcanbehazardousandwill give risetoaccidentsif the
hazards are not controlled. Such conditions can include:

e unsafedesign

e environment

e housekeeping

o plantandequipment
e substances

e radiation

o Fire

Maintenance

Failuresorinadequacyintheprovisionofmaintenancecangiveriseto accidents.The
absenceorinadequacyofmaintenanceofequipmentcanalsogiverisetofailuresthat ~ may
cause injury.

Indirect causes
Managementsystems

Managementsystemsarerequiredtobothidentifyanddelivertherequiredriskcontrol
measures. Identification of control measures should be made on the basis of the
hazards and associated risk in the workplace leading to the development of effective
control measures. These include recruitment and training systems, as well as
supervision, monitoring and compliance systems.



Where management systems are less than adequate or absent then the conditions in
theorganization will tendtobeunsafeandthepotential foraccidentswillbeincreased.
Thecreationandmaintenanceofmanagement systemsisessentialinordertocomply
withtheManagementofHealthandSafetyatWorkRegulations1999,Regulation5(1),
whichrequireseveryemployerto“giveeffectstosucharrangements...fortheeffective
planning, organization, control, monitoring and review of preventive and protective
measures’.

PREVENTIVEMEASURES

Accidentsare unplannedoccurrencesthatresultininjuries,iliness,death,andloss of
property and/or production. While there is no way to completely eliminate
accidents, there are certain plans, preparations, and actions that can be taken to
reduce them.

KnowtheHazards
Beawareofsurroundings.Lookaroundandidentifyworkplace hazardsthatcould
cause harm.

Lookforwaystoreduceoreliminatehazards,andimplementthem.
Reportunsafeareasorpractices.

Dressfortheweather.

UsetheEHSJobHazardAnalysis toolstoidentifyhazardsassociated withjob
types.

CreateaSafeWorkArea

Keep an orderly workplace. Poor housekeeping can cause serious health and
safetyhazards.Thelayoutoftheworkplaceshould haveadequateegressroutes and
be free of debris.

Inspectvehiclesbeforeandafteruse. DRIVESAFELY.
Continuallycultivateasafetystandard.

Takebreaksandmovearoundregularlythroughouttheday.Smallbreaks(standing up
and moving around) can make a big difference in combating the dangers of staying
in a static position all day long.

Payattentiontoworkstationergonomics.

UseSafeLiftingTechniques
Followthefollowingsafeliftingpractices:

= Liftfromapositionofpower

= Keeptheloadclose

» Useastaggeredstance

= Don’ttwistwhilelifting
Traininginbodymechanicscanreducestraininjuriesand keepemployeessafe
during lifting and moving.

PersonalProtectiveEquipment



TheproperuseofPersonalProtectiveEquipment(PPE)candramaticallyreduce the risk
of injury. Examples of PPE include gear such as earplugs, hard hats, safety
goggles, gloves, air-purifying respirators and safety shoes.

RegularCommunication

Notifysupervisorsaboutsafetyhazards.
Speakupandbeinvolvedinsafetyplanning.
Continuallycultivateasafetystandard.

EducationandTraining
Ensureeveryonehasthepropersafetytrainingrelatingtothehazardsofthejob.
TakeadvantageofEnvironmentalHealthandSafety onlinetrainingprograms.
Itiseachemployee's responsibilityto takeanactiverole inmaintainingsafety.

GENERALSAFETYRULES

1. Reportallworkinjuriesandillnessesimmediately.

2. ReportallUnsafe ActsorUnsafeConditionstoyourSupervisor.

3. UseseatbeltswhenonCompanybusinessinanyvehicles.

4. Firearms,weapons,orexplosivesarenotpermittedonCompanyProperty.

5. Use, possession, sale or being under the influence of illegal drugs, misuse of
prescriptiondrugsand/oralcoholisnotpermittedonCompanyPropertyorwhile™on duty™.
6. Only authorized and trained Employees may repair or adjust machinery and
equipment.LockandTagoutProceduresmust befollowedbeforeremovinganymachine
guards or working on powered machinery and equipment. Replace all guards when the
job is completed.

7. Only qualified and trained Employees may work on or near Exposed Energized
ElectricalPartsorElectricalEquipment.FollowElectrical SafetyRuleswhenworking with
electrically powered machinery and equipment.

8. Only authorized and trained Employees may enter a posted Confined Space. All
confinedspaceswillbepostedConfinedSpace -PermitRequired.Entryisallowedonly after
permits are properly issued.

9. Only authorized and trained Employees may dispense or use chemicals. It is your
responsibilitytoknowwhereSDS's(SafetyDataSheets)arelocatedandthattheyare
available for your use and review.

10. Keepworkareascleanandaislesclear.Donotblockemergencyequipmentorexits.

11. WearandusetheprescribedPersonalProtectiveSafetyEquipment. Thisincludesfoot
protection, head protection, gloves, etc.

12. Smokingispermittedonlyinthedesignated"SmokingAreas".

Personal protectiveequipment(pPPE)

PPE is equipment that will protect the user against health or safety risks at work. It can include
items suchas safetyhelmets,gloves,eyeprotection,high-visibility clothing,safetyfootwearand
safety harnesses. It also includes respiratory protective equipment (RPE).



LEGISLATION

The term"Intellectual Property Rights™ refers to the legal rights granted with the aimto
protectthecreationsoftheintellect. Theserightsinclude IndustrialPropertyRights(e.g.
patents,industrialdesignsandtrademarks)and Copyright(rightoftheauthororcreator)
andRelated Rights (rights of theperformers, producers and broadcastingorganizations)

In most countries,therearefourprimary typesofintellectual property(IP)thatcanbe
legally protected: patents, trademarks, copyrights, and trade secrets each have their
own attributes, requirements and costs.

1. Patent-

Apatentisthegrantingofa propertyrightbyasovereignauthoritytoaninventor.
A patent provides the inventor exclusive rights to the patented process, design, or
inventionforacertainperiodinexchangeforacomplete disclosureoftheinvention.

2. Trademark-

Atrademarkisabrandname.Atrademarkorservicemarkincludesanyword,name, symbol,
device, or any combination, used or intended to be used to identify and distinguish the
goods/services of one seller or provider from those of others, and to indicate the
source of the goods/services.

3. Copyright-

Copyrightreferstothelegalrightoftheownerofintellectual property.

Insimplerterms, copyrightistherighttocopy. Thismeansthattheoriginal creatorsof products
and anyone they give authorization to are the only ones with the exclusive right to
reproduce the work.

SALIENTFEATURESOFFACTORYACT 1948

The main objectives of the Indian Factories Act, 1948are to regulate the working
conditions in factories, to regulate health, safety welfare, and annual leave and
enactspecial provisioninrespectof youngpersons,womenandchildrenwho work in
the factories.



1. WorkingHours:

According to the provision of working hours of adults, no adult worker shall be
requiredorallowed toworkinafactoryformorethan48 hoursinaweek.There should be a
weekly holiday.

2. Health:

For protecting the health of workers, the Act lays down that every factoryshall be
keptcleanandall necessary precautionsshall betakeninthis regard. Thefactories
shouldhaveproperdrainagesystem,adequatelighting,ventilation,temperatureetc.
Adequate arrangements for drinking water should be made. Sufficient latrine and
urinals should be providedatconvenient places. Theseshould beeasilyaccessible to
workers and must be kept cleaned.

Cleanliness{Section11}
Everyfactoryshouldbekeptcleanandfreefromeffluvia(Harmful discharge)arising from any
drain.

Disposalofwastesandeffluents{Section12}
Effectivearrangementsshouldbemadeineveryfactoryforthetreatmentandeffluents due to
the manufacturing process and for their disposal.

Ventilationandtemperature{Section13}
Effectiveandsuitableprovisionsshouldbemadeineveryfactoryforsecuringand
maintainingineveryworkroom;adequateventilationbythecirculationoffreshair.

Dustandfume{Section14}
Effectivemeasuresshouldbetakentopreventinhalationofdustandfumethatmay produce in
the course of manufacturing process.

Artificialhumidification{Section15}

In any factory where the humidity of air is artificially increased, the State Government
may make rules prescribing standards of humidification; regulating the methods used
forartificiallyincreasinghumidityoftheair;anddirectingprescribedtestfordetermining
thehumidityoftheairtobecorrectlycarriedoutandrecorded;andprescribingmethods to
beadoptedforsecuringadequate ventilationandcoolingoftheairintheworkrooms.

Overcrowding{Section16}
Noroominanyfactoryshouldlieovercrowdedtoanextentinjurioustothehealthofthe workers
employed therein.



Lighting{Section17}
In every part of a factory where workers are working or passing, there should be
providedandmaintainedsufficientandsuitablelighting,naturalorartificial,orboth.

Drinkingwater{Section18}
Ineveryfactoryeffectivearrangements shouldbemadetoprovidesufficientsupplyof drinking
water.

Latrinesandurinals{Section19}
Ineveryfactorysufficientlatrineandurinalpointandalsoseparateformaleandfemale workers, at
all times while they are at the factory.

Spittoons{Section20}
Ineveryfactorythereshouldbeprovidedasufficientnumberofspittoonsinconvenient placesand
they shall be maintainedin a cleanand hygienic condition.

3. Safety:

Inordertoprovidesafetytotheworkers,theActprovidesthatthemachineryshould be
fenced, no young person shall work at any dangerous machine, in confined spaces,
there should be provisionfor manholes of adequate size so that incase of
emergency the workers can escape.

« Themachineryineveryfactoryshouldbeproperlyfenced. {Section21}

« Onlythetrainedadultmaleworker,wearingtightfittingclothingwhichshouldbe
supplied by the Occupier, should be allowed to work near the machinery in
motion. {Section 22}

« Noyoungpersonshall beemployedondangerousmachinery,unlessheis fully
instructed as to the danger arising in connection with the machine and the
precautionstobeobservedandhehasreceivedsufficienttraininginworkatthe
machine. {Section 23}

« Suitablearrangementsshouldbemadetoprovidestrikinggearanddevicesfor
cutting off power in case of emergencies. {Section 24}

« Sufficientprecautionsshouldbetakenwithregardtoself-actingmachinesto avoid
accidents. {Section 25}

o Topreventdanger,allmachinerydrivenbypowershouldbeencasedand
effectively guarded. {Section 26}

« Womanworkerandchildren shouldnotbeemployedinanypartofthefactoryfor
pressing cottonin which a cotton-opener is atwork. {Section 27}

« HoistsandLiftsinafactoryshouldbeperiodicallyinspected bytheCompetent
Person. {Section 28}

« LiftingMachines,Chains,RopesandLiftingTacklesinafactoryshouldbe
periodicallyinspected by the Competent Person. {Section 29}



« Where process of grinding is carried on, a notice indicating the maximum safe
workingperipheral speedofeverygrind-stoneorabrasivewheeletc.,shouldbe fixed
to the revolving machinery.{Section 30}

o Where any plant or machinery or any part thereof is operated at a pressure
aboveatmosphericpressure,effectivemeasuresshouldbetakentoensurethat the
safe working pressure of such plant of machinery or part is not
exceeded.{Section 31}

« Floors,stairsandmeansofaccessshouldbesoundlyconstructedandproperly
maintained. {Section 32}

« Pits,sumpsopeninginflooretc.,shouldbeeithersecurelycoveredor
fenced. {Section 33}

« Noworkmanshall beemployedinanyfactorytolift,carryormoveanyloadso heavy
as to be likely to cause himinjury. {Section 34}

« Necessaryprotectiveequipmentshouldbeprovidedtoprotecttheeyesofthe
workman, where the workinginvolves riskofinjury to theeyes. {Section35}

4. Welfare:

Forthewelfareoftheworkers,theActprovidesthatineveryfactoryadequate and
suitable facilities for washing should be provided and maintained for the use
of workers.

Facilities for storing and drying clothing, facilities for sitting, first-aid
appliances,shelters,restrooms’andlunchrooms,creches,shouldbethere.

« Adequateandsuitable'washingfacilities'shouldbeprovidedinevery
factory. {Section 42}

« Provisionshouldbemadetoprovidesuitableplacesforkeepingclothingnot worn
during working hours and for the dryingof wet clothing.{Section43}

« In every factory, suitable arrangements for sitting should be provided and
maintainedforall workersobligedtoworkinastandingposition,inorderthat
theymaytakeadvantageofanyopportunitiesforrestwhichmayoccurinthe course
of their work.{Section 44}

o First-AidBoxes withtheprescribedcontentsshouldbeprovided andmaintained so
asto bereadilyaccessible during all working hoursat therate ofatleastone Boxfor
every 150 workmen. {Section 45}

e In every factory wherein more than 500 workers are employed there should be
providedandmaintainedanAmbulancecontainingtheprescribedequipmentand in
the charge of such medical and nursing staff. {Section 45(4)}

o TheOccupiershouldprovideacanteenfortheuseofworkersineveryfactory, where
the number of workmen employed is more than250.{Section 46}

« Ineveryfactorywhereinmorethan150workersareemployedadequateand
suitable shelters orrestrooms and a suitablelunch room, with provision for



drinkingwater,whereworkerscaneatmealsbroughtbythem,shouldbe provided
and maintained for the use of the workers. {Section 47}

« Ineveryfactorywhereinmorethan30womenworkersareordinarilyemployed there
should be provided and maintained a suitable room for the use of children
under the age of sixyears of such women. {Section 48}

5. Penalties:-

Theprovisionsof TheFactoriesAct,1948,oranyrules made undertheAct,orany order
given in writing under the Act is violated, it is treated as an offence. The following
penalties can be imposed:-

(a) Imprisonmentforatermwhichmayextendtooneyear;
(b) Finewhichmayextendtoonelakhrupees;or
(c) Bothfineandimprisonment.

Ifaworkermisusesanappliance relatedto welfare,safetyand healthof workers,or
inrelation to discharge of his duties, he canbe imposed a penaltyof Rs.500/-.

Salientfeaturesofthepaymentofwagesact1936

a) TheActwasformedwiththeintentiontoregulatetimelypaymentof wages to
specific class of workers employed in industry without any wrongful
deductions apart from what is mentioned in the Act.

b) The Act ensures that the salary be paid by 7th of each month in
factories/establishmentshavingaworkforceoflessthan1000workersand
by10th of each month in other cases.

¢) TheActensuresfixingofwageperiod,timeandmodeofpaymentof
wages.

d) TheActdoesnotcoverthosewhose wageis Rs.24,000/-ormoreper
month.

e) TheActprovidesaworkerwithitsdulyrightascoveredunderthe Act.

f) TheActempowersa workertofileaclaimdirectlyorthroughaTradeUnion or
through an Inspector, before with the Authority appointed under the Payment
of Wages Act in case there is a delay in wages or in case of an unauthorized
deduction



WhatisloT?

The IoT is the network of physical devices, vehicles, home appliances, and other items
embeddedwithelectronics,software,sensors,actuatorsandconnectivitywhichenables
these things to connect and exchange data. The term “Thing” in “Internet of Things” is
used quite broadly. For example, a thing within the IoT could be a person with a heart
monitorimplant,apetwith abiochiptransponder,avehiclethathasbuilt-insensorsto
alertthedriverwhentirepressureislow—oranyothernaturalorman-madeobjectthat
anIPaddresscanbeassignedto,thusgainingtheabilitytotransferdataoveranetwork. As a
result, it is becoming increasingly easy tocreate opportunities to directly integrate the

physical world into computer-based systems which results in improvements,
efficiency,economic benefits andreducedhuman exertion(PhysicalorMentaleffort).

loTExample:AutonomousVehicles

Anautonomousvehicle,sometimesreferredtoasself-drivingcarsordriverlesscars,isa

vehiclethatusesacombinationofsensors,camera,radarandartificialintelligence(AI) to

travel between destinations without a human operator. In order to qualify as being

completely autonomous, a vehicle must be able to navigate without needing human

interventiontoapredetermineddestinationviaroadsthathavenotbeenadaptedforits use.

Automation levels in driverless cars

The U.S. National Highway Traffic Safety Administration lays out six levels of automation, beginning
with humans doing the driving through driver assistance technologies up to fully autonomous cars.

o o

LEVEL®
The human driver

LEVEL 1
An advanced

does all the driver assistance
driving. system (ADAS)
an the vehicle
assists the

human driver.

LEVEL 2
The vehicle's
ADAS can control
both steering
and braking/
accelerating
simultancously
under some
circumstances.
The human driver
must continue to
pay full attention
and perform
all ather driving
tasks.

LEVEL 3

An automated
driving system
(ADS) on the
vehicle can
perform all driving
tasks under some
circumstances.
In those circum-
stances, the
human driver
must be ready to
take the wheel
and drive outside
of those set
clrcumstances.

LEVEL 4

An ADS on the
vehicle can
perform all driving
tasks and monitor
the road in certain
circumstances.
The human
doesn't have
to pay attention
in thase
circumstances.

LEVELS

An ADS on the
vehicle does all
the driving in all
circumstances.

The human
occupants are
just passengers
and are never
Involved in
driving.



loTExample:SmartHomes
SmartHometechnology,alsoknown ashomeautomationisaclassic exampleoftheloT

inpractice. Homeautomationprovideshomeownerswith comfort,security,convenience and
improves energy efficiency by affording them the ability to control other smart devices,
usually via a smart home app on their smartphone or a different networked device.
Smart home systems and devices operate together and share consumer usage
dataamongthemselves in ordertoautomateactions basedon the owner’s preferences.

HOME SMART HOME
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Today,almostevery applianceassociatedwithdomesticlifehasasmarthomeoption.A few
examples:

o Smart TVs connect to the internet to access content through applications,
suchason-demandvideoandmusic.SomesmartTVs alsoincludevoiceor
gesture recognition.

o Usingsmartlocks andgarage-dooropeners,users can grantordenyaccess
tovisitors.Smart lockscanalsodetectwhenresidentsarenearandunlock the
doors for them.

o Petcarecanbeautomated withconnectedfeeders.Houseplantsandlawns can

be watered by way of connected timers.

loTEXxplained

A complete loT system integrates four distinct components: sensors/devices,
connectivity,dataprocessing,andauserinterface.Belowlwillbrieflyexplaineach component
and what it does.



1) Sensors/Devices
First,sensorsordevicescollect datafromtheirenvironment.Thiscouldbeassimpleas a

temperature reading or as complex as a full video feed.

| use “sensors/devices,” because multiple sensors can be bundled togetheror sensors
canbepartofadevicethatdoesmorethanjustsensethings.Forexample,yourphone is a
device that has multiple sensors (camera, accelerometer, GPS, etc), but your phone is
not just a sensor.

However,whetherit'sastandalone sensororafulldevice,inthisfirst stepdataisbeing
collected fromthe environment by something.

2) Connectivity
Next,thatdataissenttothecloud.Thesensors/devicescanbeconnectedtothecloud through
a variety of methods including: cellular, satellite, WiFi, Bluetooth, low-power wide-
areanetworks (LPWAN), or connecting directly to theinternet via ethernet.

Each option has tradeoffs between power consumption, range and bandwidth .
ChoosingwhichconnectivityoptionisbestcomesdowntothespecificloTapplication, but
they all accomplish the same task: getting data to the cloud.

3) DataProcessing

Once the data gets to the cloud, software performs some kind of processing on it.
Thiscouldbeverysimple,suchascheckingthatthetemperaturereadingiswithinan
acceptablerange.Oritcouldalsobeverycomplex, suchasusingcomputer visionon
videotoidentify objects such asintruders(in order to commit crime) in your house.
Butwhathappenswhenthetemperatureistoohighorifthere isanintruderinyour house?
That’s where the user comes in.

4) UserlInterface

Next,theinformationismadeuseful totheend-userinsome way.Thiscouldbeviaan alert to
the user (emalil, text, notification, etc).For example, a text alert when the temperature is
too high in the company’s coldstorage.

Also, a user might have an interface that allows themto proactively check in on the
system.Forexample,ausermightwanttocheckthevideofeedsintheirhouseviaa phone app
or a web browser.

However, it's not always a one-way street. Depending on the IoT application, the user
may also be able to performan action and affect the system. For example, the user
might remotely adjust the temperature in the cold storage via an app on their phone.
Andsomeactionsareperformedautomatically.Ratherthanwaitingforyoutoadjustthe
temperature, the systemcould do it automatically via predefined rules. And rather than
just call you to alert you of an intruder, the IOT system could also automatically notify
relevant authorities.



ComponentsoflOT

1. SensorsorEndDevices
For any IOT use case, the components of the endpoint are sensors. Sensors capture
electricpulseoranalogsignalswhicharepassedthroughthelOTecosystems.Basedon the use
case and domains RFID (Radio Frequency Identification), temperature sensors, light
sensors, electromagnetic sensors, etc. are used. For example, smart phones and
smartwearablesare equippedwithsensorslikeaccelerometer,Gyroscopesensors,etc. Data
obtained from these IOT endpoints can be used in various domains like Human activity
recognition, medical stability, etc. Based on the use case and precision requirements
sensors can be chosen keeping the following parameters in mind
o Accuracyoftheinputreadings
o Reliabilitypercentageoftheinputs
o Thepurposeoftheusecase,forexample,sensorsrequiredforatemperature-
dependent use case, will differ from use cases based on motions.
e Industry grade IOT systems can be integrated with multi-technology, cross-
functionalandcross-vendorproducts.Basedonthecomplexityandcompatibility
sensors are chosen for a particular use case.

2. NetworkorConnectivityLayer

In a typical IOT ecosystem, sensors are connected with computation layers and
intelligent layers via network or connectivity layers. IOT endpoints need to be always
connectedwithvariousothercomponentsseamlesslyovertheconnectivitylayer.Based on
the scale of the implementations IOT components can be connected overs LANs, MANs
or WAN:Ss. It can also be connected through telephony networks like LTE (Long
TermEvolutionorpopularlyknownas4GNetwork)orlight-basedtechnologieslikeLi-Fi
(where light is used as a mode of communication to maintain interconnections). For
local use cases, Bluetooth and Wi-Fi can also be used.

An IOT network consists of various network components like routers, gateways,
switches,variousnetworkprotocols,etc.Basedontheusecaseanddomainproper network
infrastructure is needed to be chosen.

3. SecurityLayers

Theheartofanyindustry-gradelOTuserstory is'data’.Inastandardusecase,analogor digital
signal isacquiredby sensors andthe signal isthenconvertedto aformat ontop of
whichAl/ML componentscanwork. Inthetotalflowof data, propersecuritysystems and
methodologies need to be enforced. The data can be compromised in any layers
startingfrom the dataacquisition to business insights derivations. We canenforce



propersecuritybyusingstrongencryptioninvariouslayersofcommunication,using
proper firmware and anti-malware systems, etc.

4. ComputeEngines

IndustrygradelOTsystemstypicallyusemultipletechnologystacksinsideanumbrella.  For
example in insurance premiums can be calculated as a variable component as per
thedrivingpatternoftheinsurer.Thedatacollectedfromsmartdevicesareconverted
andpreprocessed to aformat on which machine learning models are developed.
Customerscanuseanycloudpartnersoftheirchoiceordeveloptheirowninfrastructure to
execute a use case.

Forexample,thecomputeenginesfromPaaS (Productasaservice)orlaaS(loTas service) will
differ from on-premise systems.

5. TechnologyandGovernanceStandards

Sensitiveinformationflow overthe variouscomponentsof the loT ecosystem. Tocope
upwiththisthesystemsneedtoadheretopropertechniqueandgovernancestandard and
KPls

o TypicalTechnicalstandards:Wi-Fi, WAN,etc.

e NetworkProtocols:HTTP,TCP/IP,UDP,etc.

o Datamanagementstandards:ETL,CAP(fordistributedsystems),etc.

o loTsystemsneedtofollowtheregulationsandqualitystandardsofrespective
regulatory authorities and business standards.

6. IntelligentinsightsandActions

Mostof thepracticalandindustry-gradeloTusecasesareintendedtoderivebusiness
insightsoractionablerecommendations.Thepreprocesseddataneedtobeintegrated with
ML components and the trained models are deployed to the production environment.
The choice of the technology stack to develop the intelligent business component is
dependent on the compatibility with the in house existing systems, the scale of the
business, the complexity of the use case, and precision and latency requirements of the
domain, company partnerships, etc.

CharacteristicsofloT:

1. Connectivity.Thisdoesn'theedtoomuchfurtherexplanation.With
everything going on in IoT devices andhardware, with sensors and
otherelectronicsandconnectedhardwareandcontrol systemsthere
needs to be a connection between various levels.



2. Things. Anything that can be tagged or connected as such asit’s
designedtobeconnected.Fromsensorsandhouseholdappliances to
tagged livestock. Devices can contain sensors or sensing
materials can be attached to devices and items.

3. Data.Dataisthe glueofthelnternetofThings,thefirststep
towards action and intelligence.

4. Communication.Devicesgetconnectedsotheycancommunicate
dataandthisdatacanbe analyzed.Communicationcanoccurover short
distances or over alongrangetovery long range.Examples: Wi-Fi,
LPWA network technologies such as LoRa or NB-IoT.

5. Intelligence. The aspect of intelligence as in the sensing
capabilitiesinloTdevicesandtheintelligence gatheredfrom big
data analytics (also artificial intelligence).

6. Action.Theconsequenceofintelligence.Thiscanbemanual action,
action based upon debates regarding phenomena (for instance
insmartfactorydecisions)andautomation,oftenthemost important
piece.

7. Ecosystem.TheplaceofthelnternetofThingsfromaperspective of
other technologies, communities, goalsandthepictureinwhich the
Internet of Things fits. The Internet of Everything dimension, the
platform dimension and the need for solid partnerships.

CategoriesoflOT

1. LPWANS

Low Power Wide Area Networks (LPWANS) are the new phenomenon in l1oT. By
providing long-range communication on small,inexpensive batteriesthat last foryears, this
familyof technologies is purpose-built to supportlarge-scaleloTnetworks sprawling over
vast industrial and commercial campuses.

LPWAN:Ss can literally connect all types of I0T sensors — facilitating numerous

applications from asset tracking, environmental monitoring andfacility
managementtooccupancy detectionandconsumablesmonitoring.Nevertheless,

LPWANSscan onlysend smallblocks of data at alowrate,and thereforeare bettersuited for use
cases that don’t require highbandwidthand are not time-sensitive.

2. Cellular(3G/4G/5G)

Well-established in the consumer mobile market, cellular networks offer reliable
broadband communication supporting various voice calls and video streaming
applications. On the downside,theyimposevery high operational costs and power
requirements.

While cellularnetworksare notviableforthemajority ofloT applicationspoweredby battery-
operatedsensornetworks,they fitwellinspecificusecasessuchasconnected



cars or fleet management in transportation andlogistics.Forexample,in-car
infotainment,trafficrouting, advanced driverassistancesystems (ADAS) alongsidefleet
telematics and tracking servicescanallrelyon the ubiquitousandhigh bandwidth cellular
connectivity.

Cellular next-gen 5G with high-speed mobility support and ultra-low latency is
positioned to be thefuture of autonomousvehicles and augmented reality. 5G is also
expected to enable real-time video surveillance for public safety, real-time mobile
delivery of medical data sets for connected health, and several time-sensitive
industrial automation applications in the future.

3. ZigheeandOtherMeshProtocols

Zigbee is a short-range, low-power, wireless standard (IEEE 802.15.4), commonly
deployed in mesh topology to extend coverage by relaying sensor data over multiple
sensor nodes. Comparedto LPWAN, Zigbee provides higher datarates, but at the
sametime, much less power-efficiency due to mesh configuration.

Because of their physical short-range (< 100m), Zigbee and similarmesh protocols(e.g. Z-
Wave, Thread etc.) are best-suited for medium-range IoT applications with an even
distribution of nodes in close proximity. Typically, Zigbee is a perfect complement to Wi-
Fi for various home automation use cases like smart lighting,HVACcontrols, security and
energy management, etc. — leveraging home sensor networks.

4. BluetoothandBLE

Defined inthecategory of WirelessPersonal Area Networks, Bluetoothis a short-range
communication technology well-positioned in the consumer marketplace. Bluetooth
Classic was originallyintended for point-to-pointorpoint-to-multipoint(up to seven slave
nodes) data exchange among consumerdevices.Optimizedforpowerconsumption,
Bluetooth Low-Energywas later introduced to address small-
scaleConsumerloTapplications.

BLE-enableddevicesare mostlyusedin conjunctionwithelectronic devices,typically
smartphones that serve as a hub for transferring data to the cloud. Nowadays, BLE is
widely integrated into fitness and medical wearables (e.g. smartwatches, glucose
meters, pulse oximeters, etc.) as well as Smart Home devices (e.g. door locks) —
whereby data is conveniently communicatedtoand visualized on smartphones.

5. Wi-Fi
There is virtually no need to explainWi-Fi,givenits critical role in providing

high-throughput data transfer for both enterprise and home environments.

However, intheloT space, its major limitations in coverage, scalability and power
consumption make the technology much less prevalent.

Imposing high energyrequirements, Wi-Fi is often not a feasible solution forlarge networks
of battery-operatedloT sensors,especially inindustrial 10T and smart building scenarios.
Instead, itmore pertains to connecting devices thatcanbe conveniently connectedto apower
outlet likesmart homegadgets andappliances, digital signages or security cameras.
Wi-Fi 6 —the newest Wi-Fi generation— brings in greatly enhancednetwork bandwidth
(i.e.<9.6Gbps)toimprovedatathroughput peruserincongestedenvironments.With



this, the standard is poised to level up publicWi-Fiinfrastructureandtransform customer
experience with new digital mobile services in retail and mass entertainment sectors.
Also, in-car networks for infotainment andon-boarddiagnosticsareexpectedto be
themost game-changinguse case for Wi-Fi 6. Yet,the development will likely take some
more time.

6. RFID

Radio Frequency lIdentification (RFID) uses radio waves totransmit small amountsof data
from anRFIDtagto areader withinavery short distance. Tillnow,thetechnology has
facilitated a major revolution in retail and logistics.

ByattachinganRFIDtagto all sorts of productsand equipment, businesses cantrack their
inventoryand assets in real-time — allowing for better stock and production planning as
well as optimized supply chain management. Alongside increasing 1oT adoption,

RFID continues to be entrenched in the retail sector, enabling new 10T applications like
smart shelves, self-checkout, and smart mirrors.

ApplicationsofIOT
Smarthome

Smart Home clearly stands out, ranking as highest Internet of Things application on all
measuredchannels.Morethan60,000peoplecurrentlysearchfortheterm“SmartHome”each month.
This is not a surprise. The IoT Analytics company database for Smart Home includes 256
companies and startups. More companies are active in smart home than any other application
in the field of l0T. The total amount of funding for Smart Home startups currently
exceeds$2.5bn. Thislist includesprominentstartupnamessuchasNestorAlertMe aswellas a
number of multinational corporations like Philips, Haier, or Belkin.

SmartCity

Smart city spans a wide variety of use cases, from traffic management to water distribution, to
wastemanagement,urbansecurityandenvironmentalmonitoring.ltspopularityisfueledbythe
factthat manySmart Citysolutionspromisetoalleviate realpainsof peoplelivingin citiesthese
days.loTsolutionsintheareaof SmartCitysolvetrafficcongestionproblems,reducenoiseand
pollution and help make cities safer

SmartAgriculture

Statistics estimate the ever-growing world population to reach nearly 10 billion by the
year 2050. To feed such a massive population one needs to marry agriculture to
technology and obtain bestresults. There are numerous possibilities in this field. One of
themis the Smart Greenhouse.
A greenhouse farming technique enhances the vyield of crops by controlling
environmental parameters. However, manual handling resultsin productionloss, energy
loss, and labor cost, making the process less effective.
A greenhousewith embeddeddevices not only makes it easier to be monitored but also,
enables us to control the climate inside it. Sensors measure different parameters
according to the plant requirement and send it to the cloud. It, then, processes the data
and applies a control action.

SmartEnergy

Asworldwideenergyconsumptionisexpectedtogrowby40%overthenext25 years,theneed for
smarter energy solutions has reached an all-time high. 10T is revolutionizing nearly every partof
theenergy industryfromgeneration to transmission todistribution and changing how




energycompaniesandcustomersinteract.Bothsolutionprovidersandenergycompanies
themselvesunderstand the need forand value of connected IoT solutions in the sector

SmartTransportation

Smart transportation, a key internet of things vertical application, refers to the integrated
application of modern technologies and management strategies in transportation
systems.These technologiesaimtoprovideinnovativeservicesrelatingtodifferent modesof
transportandtrafficmanagementandenableuserstobebetterinformedandmakesaferand
‘smarter’ use of transport networks.

In 2010, the European Union had defined Intelligent Transportation Systems (ITS) as a
systems“inwhichinformationandcommunicationtechnologiesareappliedinthefieldof road
transport,includinginfrastructure,vehiclesandusers,andintrafficmanagementandmobility
management, as well asfor interfaces with othermodes of transport.”

Smart transportation includes the use of several technologies, from basic management
systems such as car navigation; traffic signal control systems; container management
systems;automaticnumberplaterecognitionorspeed camerastomonitorapplications,such as
security CCTV systems; and to more advanced applications that integrate live data and
feedback from a number of other sources.

SmartHealthcare

loT forhealthcarecanalsobeusedforresearchpurposes.it'sbecause 10T enablesus to
collect a massive amount of data about the patient's illness which would have taken
many years if we collected it manually .....Even the existing devices are now being
updatedbyloTbysimplyusingembeddingchipsofasmartdevices.

Smartindustry

The Industrial world is changing in a trend which goes under a variety of names
includingindustry4.0,IndustrialinternetofThing(lloT) andsmartmanufacturing. This
Smart Industry trend is bringing about a fundamental change in the way factories and
workplaces function, making them safer, more efficient, more flexible and more
environmentally friendly. With factories accounting for 40% of the world's energy
consumption, reducing their energy use willplay a major rolein putting the planet on a
more sustainable course. Machines are evolving to be aware of the humans around
themandprovidenewinterfaces suchassmarttools,augmentedrealityandtouchless
interfaces for easier and safer interactions. Machines are also becoming connected
inside the factory and to the cloud, enabling optimal planning and flexibility in
manufacturing and maintenance.
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