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Administration is & process common to all group effort,
public or private, civil or military, large scale or small scale.
It is a process at work in a department store, a bank a uni-
versity, high school, a railroad, a hotel, or a city government.
Although it varies in form and objects, and although the
administration of public and private affairs differs at many
points, there i3 an underlylng similarity, if not ideatity, in
the process wherever observe. (1)

. J ‘,i B J J.;.; K)
All undertakings require planning, organisation, com-
mand, co-ordination and contro}, and in order to function pro-
perly, all must observe the same general principles. We are
no longer confronted with several administrative sclencos,
but with one which can be applied equally to public and
private affairs.

(1) White, Introduction to the Study of Public Administration.
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Management, the art of management, is deflned as know-

ing exactly what you want men to do, and then seeing that
they do it in the best and cheapest way. (1)
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In firms of every kind the most important ability of
the lower grades is the technical ability characteristic of

the firm and the most important ability of higher manage-
ment {s managerial ability. Therefore there is widespread

need for conception of managment. (2)
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t1) Tuylor, Shop Management, 1903,
¢} Fayol, Industrial and General Management, P. 13,
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« Administration Is concerned in the coordination and or-

ganization of the corporate activities, the determination of
business policy and the utimate control of the executive. (1)
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« Mansgement {8 knowing where you want to go, what
Shoals you must avoid, what the forces are with which you

must deal, and how to handle, your ship, and your crew ef-
fectively and without waste, in the process of getting

there (3) »

(1) Sheldon, The Philosaphy of Management. P. 32
(2) Davis, The Fundamentals of Top Management, P.g-44
(3) Dimock, The Executive in Action, P. 10
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(1) Koonta, The Principles of Management.

(2) Terry, Principles of Management, P. 19
{3) Brown, Organization of Industry, P. 11
t4) Dimock, The Exocutive in Action, P. 10
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The responsibility for the organization of the entreprise
human resources and for their efficient use .
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The job of proffessional management is to conduct the

affairs of the entreprise in its charge in such a way as to
maintain an equitable and workable balance anong the clai-

ms of varicus directly interested groups; employees custo-
niers and the public at large. (1)
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( 1 ) Fortune Magazine, August 1960, P, 108,



—0Y —

" The maintenance of the private entreprise system which

seems to depend on a precarious balance between the inte-
rest of all the groups with which management is concerned.
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Management is to balance the interest of the factors of
production which Include Investors, managers, and employees.
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Management is the power to determine what will happen
to the personalities and to the happiness of entire peoples,
the power to shape the destiny of a nation. (1)
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The principal object of management should be to secure
the maximum prosperity for the employer , coupled with the

maxinum prosperity for vach employee. (2)

(1) Dimock. The Executive in Action .
(23) Taylor, The Scientitic Managoement.
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Verifying whether everything occurs in conformity with the plan adopted.
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The machine record chart W e oy >
The man record chart Jol Joo a5
The layout chart e b 5
The load chart Jedl lads a5
The progress chart f.\."ﬂl by 5
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The responsibility of managemont ls a human rvesponsibility occasioned
by its control of moen than its application of technique.
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Admtuistration mnkes the design, organization 18 the Design, Manage-
ment uses the design.
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The Golden Book of Management. A Historical Record of the Life and
Work of Seventy Pioneers.
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Management, the art of management, is defined as knowing exactly
what you want men to do, and then seeing that they do it in the best and

cheapest way. (1)
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To manage ia to forecast and plan, to organize, to command, to co-ordinate
and to control. (2)
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Administration ls the function in industry concerned in the determlnatfou
of the corporate policy, the coordination of finance, production, and distribu-

tion, the settlement of the compass of the organisation. and the ultimate
control of the executive,

(1) Taylor, Shop Management, 1903,
(2) Fayol. Industrial and Qeneral Management, P. 6
(3) 8heldon, The Phllosophy of Management. P. 32
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Management proper is the function in industry concerned in the execution

of policy; within the limits set by administration, and the employment of the
organization for the particular objects set before it. P 32.
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Administration is con::emed in the coordination and organization of the
corporate activities, the determination of business policy and the ultimate
control of the executive. (1).
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Management is knowing where you want to go, what shoals you must
avoid, what the forces are with which you must deal, and how to handle,

your ship, and your crow effectively and without waate, in the process of
gotting thore. (2)

{1) Davis, The Fundamentals of Top Managemoent, P. 644
12) Dimock, The Executive In Actlon, P. 10
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Administraticn is the sum of the endeavors of all the members of the
enterprise directed toward the accomplishment of its purposes. (1)

Supervisory in its nature 2:.3|J$\J| :.-.::.LJ‘ Pxs C,b)@ll
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Management is the function of getting things done through people . 2
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Management is defined as that intellect (the power or faculty of knowing, -
reasoning, judging, and comprehending) of a human being that analyzes,

prescribes, plans, motivates appraises, and controls the use and effectiveness
of human and physical resources required to accomplish a known defin'ie

objective.
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Management is a multi-purpose organ that manages a business and
manages managers and manages workers and work. (4).

(1) Brown: Organization of Management, P 11.
(2) Koonts: The Principlea of Management,
(3) Glover: Fundanwnials of Professional Management. P 1.

Drucker
(4) Drucker : Tho Fractice of Management. P. 17,
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To organize a business is to provide it with everything useful to its furc-
tioning: raw materials, tools, capital, personnel. (1)
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Organization is the process of so combining the work which individuals
or groups have to perform with the faculties necessary for its execution that
the duties, so formed, provide the best channels for the efficient, systemat'c
positive, and co-ordinated application of the available effort. (2)
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Organization may be defined as behavior patterns which are fundamental
to the achievement of human rationality. (3)
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«Organization is the determination and assignment of duties to people
to achieve objective,.

(Yo o2 \AOA & 5 s51 13 JJournal of Marketing 3 o) dlas 3
s Jlas ! s J g g VY T sty At LS
Qe G e il ¢ 1Y G DB G e i)
D el S A Ay sl Lot e ol 5

(1) Fayol: Industrinl and Qeneral Management. P 53
2} Sheldea: The Philosophy of Management. P 32
(3 Stmon ;. Adwmilulatvative Behavior. P, 102.
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«Organization is a system of structured interpersonal relations. Indivi-
duals are differentiated in terms of authority, status, and roles.
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Organization i1s .. regarded as the establishment of authority relati;n-

ships, with provisions for structural coordination both vertically and hori-

zontally, between positions to which have been assigned specialized tasks
required for the achievement of enterprise objectives. (1)
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The policy is basically a statement, either expressed or implied, of
those principles and rules that are set up by executive leadership as guides

and constraints for the organization thought and action. (2).
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Policy is an established guiding canc;n (a principle accepted as true

fundamental, in conformity with good usage) premised on objective, devised

to govern the activities of business enterprise and from which the basic

precepts (instruction as a rule of conduct) are derived. (3)
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—(1) Koontz & O'Donnell: Princlples of Management. P. 63,
(2) Davis, Fundamentals of Top Manayvmoent, P. 6
(3) Qlover, The Fundamontals of Professionnl Managemont P. 57.
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Polictes are plans, They are general statements or understandings which
guide or channel the thinking and action of subordinates in an enterprise or
one of its departments. (1)

Sl Joall o S ghi Bae Jati Ll O p 2 J a5l L
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Policy constitutes definite courses of action predetermined for the pur-

pose of securing uniformity of procedure so long as substantially simlilar
conditions exist.

o T lglaat JI Dol G aledl olas plasiad N

A policy is a set of working rules governing the use of the resources of
the firm in gaining the flrms objectives.
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A procedure {8 a prescribed method for handling routine transactions. (3)
Sy Al Wy o e o Slel 2 YV Oy 1 50 b s
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A relationship of complementary functions that is set up as a basis for
the execution of a project. "

(1) Koecntz, The Principles of Management, P. 483.

{2) Maynard, Principles of Marketing, P. 353.

13) Alderson, Marketing Behavior & Executive Action, P. 444,
(4) Kelly & Lazer : Managerinl Marketing. P. 878

(8} Alderson, . $18



- Yv0 ~—

Chyd 35 O o I el 6l Wl B s -
Je O gL e g ¢ damme P2 ¢ dmli Olils 8 9 2oy
) sl Gl e L yo5 el

Ol sk opp 550 42 game Jouti Slel 2 Y1 OF p 0 J i 5565 Ll
G bl same 8 Jead Ll — At Jle¥ G G I el
.o (bl 6\.A=4_:l;v;._g.}!

They detail the exact manner in which a certain activity must be
accomplighed. (2)
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Programs are a complex of policies and procedures ordinarily supported

by necessary capital and operational budgets and designed to put into effect
a course of action. (3)
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Responsibility is the accountability for the performance of dutles. (4)
esi O 30 e oo (U JLeY 6l Dl by p) S my
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Duties are the activities which the individual is required to perform by
virtue of his membership in the organization. P. 41

(1) Davis, The Fundamentals of Top Management. P. T44.
(2) Koonts, Principles of Management, 1*. 480,

(3) Ibid. 488
(4) Urwick, Elemonts of Administration, P, 41,
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Is the power of a particular private code of morals to control the conduct
of the individual in the presence of strong contrary desires or impulses.
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Responsibility is that part in administration which is assigned to a vpar-
ticular member of an enterprise.
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Authority 1s the character of a communication (order) in a formal or-

ganization by virtue of which it is accepted by a contributor to or mewmder .
of the organization a3 governing the action he contributes. (1)

elhe¥y O SlasY J gl Gadt o I 51y 1 i le J 4 g
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Authority {s the vested right to decide, command and act. It 1s defunmie,

determinative, and absolute within its delegated sphere of activity. (2)

(1' Barnard, The Functiona of the Executive, P. 163.

t2) Glover, Fundmiontaln of Professionn! Manngement, P. 150,
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That aspect of responsibility which represents its power of performance
has been called authority or the power to command. (1)
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Authority is the power to make decisions which guide the actions ot
another. (2)
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Authority lsuthe right by which superiors are able to require conformity
of subordinates to decisions. (3)
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Authority is the.right to require action of others. (4)
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(1) Brown, Organisation of Industry, P. 61,
(2) Stmon, Administrative Behavior, P. 125
(3) Koontz, Principles of Management, P, 47
t4) Urwick, Elements of Adninisteation, 1* 42,
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«The ability to exert interpersonal influence, by means of communication,
toward the achievement of a goal. , (1)
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Leadership is the process of influencing activities of an organized group
in its tasks of goal setting and gool achieving. (2)
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To persuade people to follow you and to train to work with you are
conceptions of leadership. (3)
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A psychological process for providing guidance for followers.
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A Science is classified or organized knowledge of any kind. (§).
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(1) Koonts, The Principles of Management, P, 428
{1) Keolicy & Lazer, Managorial Marketing P. 251,
(3) Follett, Dynamde Administmation, P. 269

4) Pfiffnor, Public Adwinisteatton,

(W Taylor, Teatimony, P, 41,
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Knowledge gained and verified by exact observation and correct thinking,
which is methodically formulated and arranged In a rational system. (1).
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Any classified body of fundamental facts, principles and technigues that
explain certain basic phenomena, leads to the discovery of general truths and

the operation of general laws. (2).
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Science is the orderly Investigation of some class of natural phenomena.
The body of science consists of statements of laws or generalizations and of

the descriptivé facts and results of crucial experiments which sustain these
laws. (8)
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(1) Glover, Fundamentals of Professlonal Management, P. I.
(2) Davis, The Fundamentuls of Top Management, P. 8,
(3) Alderson: Marketing Behavior and Executive Action, P. 7.
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