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UNIT-1                                                          

PLANNING



1.1 Introduction 

Planning is the first primary function of

management that precedes all other functions.

The planning function involves the decision of

what to do and how it is to be done? So

managers focus a lot of their attention on

planning and the planning process. Let us take

a look at the eight important steps of the

planning process.

https://www.toppr.com/guides/business-management-and-entrepreneurship/nature-of-management-and-its-process/management-functions/
https://www.toppr.com/guides/maths/relations-and-functions/functions/
https://www.toppr.com/guides/business-studies/planning/planning-process/


Meaning of Planning

Planning is ascertaining prior to what to do and

how to do. It is one of the primary managerial

duties. Before doing something, the manager

must form an opinion on how to work on a

specific job. Hence, planning is firmly correlated

with discovery and creativity. But the manager

would first have to set goals. Planning is an

essential step what managers at all levels take.

It needs holding on to the decisions since it

includes selecting a choice from alternative ways

of performance.



1.2 Features/Nature/Characteristic of Planning:

1. Planning contributes to Objectives:

Planning starts with the determination of

objectives. We cannot think of planning in

absence of objective. After setting up of the

objectives, planning decides the methods,

procedures and steps to be taken for

achievement of set objectives. Planners also

help and bring changes in the plan if things are

not moving in the direction of objectives.



2. Planning is Primary function of management:

Planning is the primary or first function to be

performed by every manager. No other function

can be executed by the manager without

performing planning function because

objectives are set up in planning and other

functions depend on the objectives only.



3. Pervasive:

Planning is required at all levels of the

management. It is not a function restricted to

top level managers only but planning is done

by managers at every level. Formation of major

plan and framing of overall policies is the task

of top level managers whereas departmental

managers form plan for their respective

departments. And lower level managers make

plans to support the overall objectives and to

carry on day to day activities.



5. Planning is continuous:

Planning is a never ending or continuous process

because after making plans also one has to be in

touch with the changes in changing environment

and in the selection of one best way.



6. Planning involves decision making:

The planning function is needed only when

different alternatives are available and we

have to select most suitable alternative. We

cannot imagine planning in absence of choice

because in planning function managers

evaluate various alternatives and select the

most appropriate. But if there is one alternative

available then there is no requirement of

planning.



7. Planning is a mental exercise:

It is mental exercise. Planning is a mental

process which requires higher thinking that is

why it is kept separate from operational

activities by Taylor. In planning assumptions

and predictions regarding future are made by

scanning the environment properly



1.3 Planning Process

As planning is activity there are certain

reasonable measures for every manager to

follow:

(1) Setting Objectives

This is the primary step in the process of

planning which specifies the objective of

organization i.e. what an organization wants

to achieve.

The planning process begins with the setting

of objectives.

Objectives are end results which the

management wants to achieve by its

operations.



(2) 

Developing Planning Premises

Planning is essentially focused on the future

and there are certain events which are

expected to affect the policy formation.

Such events are external in nature and affect

the planning adversely if ignored.

Their understanding and fair assessment are

necessary for effective planning.

Such events are the assumptions on the basis

of which plans are drawn and are known as

planning premises.



(3) Identifying Alternative Courses of Action

Once objectives are set, assumptions are

made.

Then the next step is to act upon them.

There may be many ways to act and achieve

objectives.

All the alternative courses of action should be

identified.



(4) Evaluating Alternative Course of Action

In this step, the positive and negative aspects of

each alternative need to be evaluated in the light

of objectives to be achieved.

Every alternative is evaluated in terms of lower

cost, lower risks, and higher returns, within the

planning premises and within the availability of

capital.



(5) Selecting One Best Alternative

The best plan which is the most profitable plan

and with minimum negative effects is adopted

and implemented.

In such cases, the manager’s experience and

judgment play an important role in selecting the

best alternative.



6) Implementing the Plan

This is the step where other managerial

functions come into the picture.

This step is concerned with “DOING WHAT IS

REQUIRED”

In this step, managers communicate the plan to

the employees clearly to convert the plans into

action.

This step involves allocating the resources,

organizing for labor and purchase of machinery.



(7) Follow up Action

Monitoring the plan constantly and taking

feedback at regular intervals is called follow-

up.

Monitoring of plans is very important to ensure

that the plans are being implemented

according to the schedule.

Regular checks and comparisons of the results

with set standards are done to ensure that

objectives are achieved.





1.4 Importance/Significance of Planning:

1. Planning provides Direction:

2. Planning Reduces the risk of uncertainties:

3. Planning reduces over lapping and wasteful 

activities:

4. Planning Promotes innovative ideas:

5. Planning Facilitates Decision Making:

6. Planning establishes standard for controlling:

7. Focuses attention on objectives of the 

company:



1.5 Limitations of Planning:

1. Planning leads to rigidity:

Once plans are made to decide the future

course of action the manager may not be in a

position to change them. Following predefined

plan when circumstances are changed may not

bring positive results for organization. This kind

of rigidity in plan may create difficulty.



2. Planning may not work in dynamic

environment:

Business environment is very dynamic as there

are continuously changes taking place in

economic, political and legal environment. It

becomes very difficult to forecast these future

changes. Plans may fail if the changes are very

frequent.



3. It reduces creativity:

With the planning the managers of the

organization start working rigidly and they

become the blind followers of the plan only. The

managers do not take any initiative to make

changes in the plan according to the changes

prevailing in the business environment. They

stop giving suggestions and new ideas to bring

improvement in working because the guidelines

for working are given in planning only.



4. Planning involves huge Cost:

Planning process involves lot of cost because it is

an intellectual process and companies need to

hire the professional experts to carry on this

process.

Along with the salary of these experts the

company has to spend lot of time and money to

collect accurate facts and figures. So, it is a cost-

consuming process. If the benefits of planning

are not more than its cost then it should not be

carried on.



5. It is a time consuming process:

Planning process is a time-consuming process

because it takes long time to evaluate the

alternatives and select the best one. Lot of time

is needed in developing planning premises. So,

because of this, the action gets delayed. And

whenever there is a need for prompt and

immediate decision then we have to avoid

planning.



1.6 Types of Plans:

Objectives – Rules

Strategy – Programmes

Policies – Methods

Procedures –Budgets



1.8 Forecasting

Organizations use forecasting methods of

production and operations management to

implement production strategies. Forecasting

involves using several different methods of

estimating to determine possible future

outcomes for the business. Planning for these

possible outcomes is the job of operations

management.



1.9Advantages of Forecasting

An organization uses a variety of forecasting

models to assess possible outcomes for the

company. The methods used by an individual

organization will depend on the data available

and the industry in which the organization

operates. The primary advantage of forecasting

is that it provides the business with valuable

information that the business can use to make

decisions about the future of the organization. In

many cases forecasting uses qualitative data

that depends on the judgment of experts.



Disadvantages of Forecasting Models

It is not possible to accurately forecast the

future. Because of the qualitative nature of

forecasting, a business can come up with

different scenarios depending upon the

interpretation of the data. For this reason,

organizations should never rely 100 percent on

any forecasting model. However, an organization

can effectively use forecasting models with other

tools of analysis to give the organization the best

possible information about the future. Making a

decision on a bad forecast can result in financial

ruin for the organization.



UNIT-2

PROJECT 

MANAGEMENT



2.1 Introduction

Project management is the practice of initiating,

planning, executing, controlling, and closing the

work of a team to achieve specific goals and

meet specific success criteria at the specified

time. The primary challenge of project

management is to achieve all of the project

goals within the given constraints.[1] This

information is usually described in project

documentation, created at the beginning of the

development process. The primary constraints

are scope, time, quality and budget.

https://en.wikipedia.org/wiki/Project_team
https://en.wikipedia.org/wiki/Project_management#cite_note-1
https://en.wikipedia.org/wiki/Scope_(project_management)
https://en.wikipedia.org/wiki/Quality_(business)
https://en.wikipedia.org/wiki/Budget




2.2 project management Types

project management that is referred to as IT

project management and which specializes in

the delivery of technical assets and services that

are required to pass through various lifecycle

phases such as planning, design, development,

testing, and deployment. Biotechnology project

management focuses on the intricacies of

biotechnology research and development



2.3 Approaches of project management

A 2017 study suggested that the success of any

project depends on how well four key aspects are

aligned with the contextual dynamics affecting

the project; these are referred to as the four P's

Plan: The planning and forecasting activities.

Process: The overall approach to all activities and

project governance.

People: Including dynamics of how they

collaborate and communicate.

Power: Lines of authority, decision-makers,

organograms, policies for implementation and

the like.



Major process groups generally include:

Initiation

Planning

Production or execution

Monitoring and controlling

Closing



Project controlling and project control systems

Project controlling (also known as Cost

Engineering) should be established as an

independent function in project management. It

implements verification and controlling function

during the processing of a project to reinforce

the defined performance and formal goals. The

tasks of project controlling are also:

https://en.wikipedia.org/wiki/Cost_engineering


2.5 Project Complexity

Complexity and its nature play an important

role in the area of project management.

Despite having number of debates on this

subject matter, studies suggest lack of

definition and reasonable understanding of

complexity in relation to management of

complex projects. As it is considered that

project complexity and project performance

are closely related, it is important to define and

measure complexity of the project for project

management to be effective.



2.6 Project Managers

A project manager is a professional in the field

of project management. Project managers are

in charge of the people in a project. People are

the key to any successful project. Without the

correct people in the right place and at the right

time a project cannot be successful. Project

managers can have the responsibility of the

planning, execution, controlling, and closing of

any project typically relating to the construction

industry, engineering, architecture, computing,

and telecommunications.

https://en.wikipedia.org/wiki/Project_manager
https://en.wikipedia.org/wiki/Construction_industry
https://en.wikipedia.org/wiki/Computing


2.7 Project Management Success Criteria

There is a tendency to confuse the project

success with project management success.

They are two different things. Project

management have typical success criteria is

different from project success criteria. The

project management is said to be successful if

the given project is completed within the agreed

upon time, met the agreed upon scope and

within the agreed upon budget



2.8 The Project Life Cycle (Phases)

The project manager and project team have one

shared goal: to carry out the work of the project

for the purpose of meeting the project’s

objectives. Every project has a beginning, a

middle period during which activities move the

project toward completion, and an ending (either

successful or unsuccessful).



2.7 Project Management Success Criteria

There is a tendency to confuse the project

success with project management success.

They are two different things. Project

management have typical success criteria is

different from project success criteria. The

project management is said to be successful

if the given project is completed within the

agreed upon time, met the agreed upon scope

and within the agreed upon budget. The

combination of cost, time and quality has

often been referred to as the "iron triangle" a

project is said to be successful.



8 The Project Life Cycle (Phases)

The project manager and project team have one

shared goal: to carry out the work of the project

for the purpose of meeting the project’s

objectives. Every project has a beginning, a

middle period during which activities move the

project toward completion, and an ending (either

successful or unsuccessful).

Initiation Phase

Planning Phase

Implementation (Execution) Phase

Closing Phase



UNIT-3

INITIAL PROJECT 

COORDINATION



3.1 Project Negotiation

Negotiation is a form of decision making in

which two or more parties talk with one another

in an effort to resolve their opposing interests.

Bargaining describes the competitive, win-lose

situations.

Negotiation describes win-win situations

(mutually acceptable solutions)



Characteristics of negotiation situations

Negotiation is one of several mechanisms by

which people can resolve conflicts.

Characteristics:

There are two or more parties. Negotiation can

be between individuals, within groups, and

between groups.

There is a conflict of needs and desires between

two or more parties

The parties negotiate by choice; they think they

can get a better deal by negotiating than by

simply accepting what the other side will

voluntarily give them or let them have.



3.2 Project Partnering

Project partnering may be a solution to the

traditional adversarial relationship between

owner and contractor. Partnering allows both

sides to form common goals and objectives, and

create a trusting, productive relationship that is

beneficial to both parties. Guidelines to project

partnering are outlined. The step-by step guide

for partnering is: begin early in the process,

obtain top management commitment, select

team members, appoint a champion, select

facilitators, conduct an initial workshop, and

follow up on all of the partnering activities.



3.3 Project Charter in Project Management

What is a project charter in project

management? A project charter is a formal,

typically short document that describes your

project in its entirety — including what the

objectives are, how it will be carried out, and

who the stakeholders are. It is a crucial

ingredient in planning out the project because it

is used throughout the project lifecycle.



The project charter typically documents:

Reasons for the project

Objectives and constraints of the project

Who the main stakeholders are

Risks identified

Benefits of the project

General overview of the budget



Project Charter

Understand project goals and objectives. Identify

the project vision and determine the scope of

the project

Define project organization. List all of the

essential roles for the project, including

customers, stakeholders, and day-to-day project

team.

Create an implementation plan. Outline major

milestones, dependencies and timeline for the

entire team and stakeholders.

List potential problem areas. No one wants to be

a downer, but adding potential risks and issues

to the project charter helps everyone think

ahead should the worst happen.



3.4 Conflict

A potential consequence of interdependent

relationships is conflict. Conflict can result from

the strongly divergent needs of the two parties

or form misperceptions and misunderstandings.

Conflict can occur when the two parties are

working towards the same goal and generally

want the same outcome or when both parties

wan very different outcomes.



3.5 An Overview of Cost Estimation

Put another way, the United States Government

Accountability Office defines cost estimation as

“the summation of individual cost elements,

using established methods and valid data, to

estimate the future costs of a program, based

on what is known today.”

https://www.gao.gov/products/GAO-07-1134SP




Clear identification of tasks

Broad participation in preparing estimates

Availability of valid data

Standardized structures for the estimates

Provisions for program uncertainties

Recognition of inflation

Excluded costs

Independent reviews of estimates

Revision of estimates for significant program

changes

https://www.projectmanager.com/software/task-management


Project Cost Estimation Techniques

These entire factors impact project cost

estimation, making it difficult to come up with

precise estimates. Luckily, there are techniques

that can help with developing more accurate

cost estimation.

Analogous Estimating

Statistical Modeling

Bottom-Up Estimating



4.3 The program (or project) evaluation and

review technique (PERT)

It is a statistical tool used in project

management, which was designed to analyze

and represent the tasks involved in completing

a given project.

First developed by the United States Navy in

1958, it is commonly used in conjunction with

the critical path method (CPM) that was

introduced in 1957.

https://en.wikipedia.org/wiki/Project_management
https://en.wikipedia.org/wiki/Task_(project_management)
https://en.wikipedia.org/wiki/Project
https://en.wikipedia.org/wiki/United_States_Navy
https://en.wikipedia.org/wiki/Critical_path_method


UNIT 4

NETWORK 

TECHNIQUES



Meaning of Network Technique:

Network technique is a technique for planning,

scheduling (programming) and controlling the

progress of projects. This is very useful for

projects which are complex in nature or where

activities are subject to considerable degree of

uncertainty in performance time. This technique

provides an effective management, determines

the project duration more accurately, identifies

the activities which are critical at different

stages of project completion to enable to pay

more attention on these activities.



A network analysis has following objectives:

1. Powerful tool of planning, scheduling and

control.

2. Shows the inter-relationships of the activities

of a project or a programme.

3.Minimizes total cost where the cost of delays

and cost of resources required to carry out the

tasks can be measured.

4. Minimize total time where required e.g. in

maintenance of production-line machinery in a

factory.

5. Minimization of idle resources.



4.2 Main advantages of the network system are

as follows:

1. Detailed and thoughtful planning provides

better analysis and logical thinking.

2. Identifies the critical activities and focus them

to provide greater managerial attention.

3. Network technique enables to forecast project

duration more accurately.

4. It is a powerful tool



4.3 The critical path method (CPM), or critical

path analysis (CPA), is

an algorithm for scheduling a set of project

activities. It is commonly used in conjunction

with the program evaluation and review

technique (PERT). A critical path is determined

by identifying the longest stretch of dependent

activities and measuring the time [2] required

to complete them from start to finish.

https://en.wikipedia.org/wiki/Algorithm
https://en.wikipedia.org/wiki/Schedule_(project_management)
https://en.wikipedia.org/wiki/Program_evaluation_and_review_technique
https://en.wikipedia.org/wiki/Critical_path_method#cite_note-2




UNIT 5.

PURPOSES OF EVALUATION



5.1 Project Audit

A project audit is a formal review of a

project, often intended to assess the extent to

which project management standards are

being upheld.

Audits are generally carried out by a specially

designated audit department, the Project

Management Office, an approved management

committee or an external auditor.

Whoever is responsible for performing the

audit must be in charge of the designated

authority and issue related recommendations.



5.2 Audit policies and activation procedures

In order to achieve the benefits expected from

a project audit, each stage, element and

outcome of the audit process must be clearly

set out and openly disclosed, including:

Audit mission statement: this document should

clearly define the purposes, objectives,

authority and limits of the audit operation, as

well as the type of audits to be conducted.

Specification of audit competencies: a detailed

specification of the auditor’s skills and

experience, showing that the audit staff

possesses adequate expertise to audit the

project.



5.3 The audit lifecycle

The audit lifecycle comprises all the steps from

audit planning until closing any possible

observation detected during the audit

execution. The lifecycle can be divided into

different parts with different activities in each

of them:





5.4 Project Audit Report

1. Project Audit Interview Checklist - Project

Managers

Use this project audit checklist when

interviewing a project manager to determine the

project’s success criteria and key objectives.

This interview should be conducted at the start

of the project audit to prioritize which project

managers to interview and assist with

questionnaire development. This checklist

includes fields to capture the following

information:



2. Project Audit Questionnaire - Project Team

Members

A project audit questionnaire is used as part of

a project audit to interview project team

members to identify concerns, challenges and

opportunities related to the project. Conduct

the interview by capturing the following

information:

Gather general feedback on the project

including understanding of objectives, senior

communication, collaboration and safety (if

required)



Project Audit Questionnaire - Project

Stakeholders

Use this project audit questionnaire template

to gain project stakeholders’ insight on how to

effectively approach essential areas for project

success. This template lets project managers

conduct interview research by involving

questions about:

Appropriate ways to accomplish business

goals and objective

Possible individuals or groups that need to be

involved as key stakeholders

Best strategies to deal with business

competitors




