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 Topics Covered:
· Meaning of Organizing

· Formal Vs. Informal Organizing

· Steps involved in Organizing

· Meaning of Span of Management

· Factors influencing effective Span of Management

· Meaning of Delegation of Authority

· How Authority is delegated

· Guides for overcoming weak delegation

· Centralization Vs. decentralization

· Guidelines for Committees

· Patterns or Bases of Departmentation

· Model Questions

MEANING OF ORGANIZING 

The term organizing implies a formalized international structure of roles or position. We think of organizing as:

1. The identification & classification of required activities.

2. The grouping of activities necessary to attain objective.

3. The assignment of each grouping to a manager with the authority.

4. The provision for coordination horizontally and vertically in the organization structure.

FORMAL VS. INFORMAL ORGANIZING

Organization structure is the set of elements that can be used to configure an organization. It is a framework that managers plan for dividing and coordinating the activities the members of an organization.

Formal Organization:
Generally formal organization means the intentional structure of roles in a formally organized enterprise. It must be flexible. There should be room for discretion for advantageous utilization of creative talents and for recognition of individual likes and capacities.

Informal Organization:

Informal organization is a network of personal and social relations not established or required by the formal organization but arising spontaneously as people associated with one another. It is not seen on organizational chart.

STEPS INVOLVED IN ORGANIZING

Organizing Process:
The organizing process consists of the following six steps: 

Establishing enterprise objectives

Formulating supporting objectives, policies and plans

Identifying and classifying the activities necessary to accomplish these

Grouping these activities in light of the human and material resources available and the best way of using them

Delegating the authority to the head of each

Horizontal and vertical coordination of authority and responsibility

MEANING OF SPAN OF MANAGEMENT

The span of management means the number of people report to a particular manager. Thus span of management states that there is limit to the number of subordinates a manager can effectively supervise, but the exact number will depend on some factors.

FACTORS INFLUENCING EFFECTIVE SPAN OF MANAGEMENT

1. Competence of supervisors and subordinates

(The greater the competence, the wider the potential span)

2. Physical dispersion of subordinates

( The greater the dispersion, the narrower the potential span)

3. Extent of non-supervisory work in manager job

( The more non-supervisory work, the narrower the potential span)

4. Degree of required interactions

(The more required interactions, the wider the potential span)

5. Extent of standardized procedures

(The more standardized procedures, the wider the potential span)  

6. Similarity of task being supervised

(The more similarity the task, the wider the potential span)

7. Frequency of new problems 

(The higher the frequency, the narrower the potential span)

8. Preferences of supervisors and subordinates

MEANING OF DELEGATION OF AUTHORITY

Authority is delegated when a supervisor gives a subordinate independency to make decision. Many managers fail because of poor delegation. So, delegation is necessary for an organization to exist because it is impossible for one person to exercise all the authority to make decision.  

HOW AUTHORITY IS DELEGATED 

The process of delegating authority is given below:-

1. Determining   the results expected from a position.

2. Assigning task to the position.

3. Delegation authority for accomplishing this task.

4. Holding the person in that position responsible for the accomplishment of the task.

GUIDES FOR OVERCOMING WEAK DELEGATION            

Guide-lines for overcoming week delegation are given below:--

1. To define assignment and delegate authority in light of result expected, or goal assignments.

2. To select the person in light of the job to be done.

3. To maintain open lines of communication between superior and subordinates.

4. To establish proper controls because delegation should be accompanied by techniques for ensuring that the authority is properly used.

5. To reward effective and successful assumption of authority.

CENTRALIZATION VS. DECENTRALIZATION

In a relatively decentralization organization, considerable authority and accountability are passed down the organization hierarchy. On the other hand, in a relatively centralized organization considerable authority and accountability remain at the top of the hierarchy. Decentralization is the tendency to disperse decision-making authority in an organization structure. Decentralization implies more than delegation.



GUIDELINES FOR COMMITTEES

Committee is a fact of organizational life. It is a group of people specially designated to perform some administrative task. In other words, a committee is a group of people who meet by plan to discuss or make a decision for a particular subject.

The guide-lines for a committee are as follows:-

1. The committee’s goal should be clearly defined preferably in writing. This will focus the committee’s activities and discussion of what the committee is supposed to do.

2. The committee’s authority should be specified.

3.  The optimum size of the committee should be determined. Size will vary according to circumstances but the ideal number of the committee members ranges from 5 to 10.

4. A chairperson should be selected on the basis of his or her ability to run an efficient meeting. 

5. The agenda and all supporting materials for the meeting should be distributed to members before the meeting to permit them to prepare in advance.

6. Meeting should start and end on time.

PATTERNS OR BASES OF DEPARTMENTATION

The grouping of activities and people into department makes organizational expansion possible. Departmentation can be done by simple numbers, by time, by enterprise function, by territory or geography, by the kinds of customer served or by the process or equipment required.

There is no single best way of departmentizing that is applicable to all organizations or to all situations. So departmentation can be grouped into the following parts:

1. Departmentation by simple number: 

The simple number method of departmentizing is achieved by tolling off persons who are to perform the same duties and putting them under the supervision of a manager.

2. Departmentation by time: 

One of the oldest forms of departmentation, generally used at lower levels of the organization, is grouping activities on the basis of time. This kind of departmentation can be found in hospitals, fire department etc.

3.       Departmentation by Functions: 

Functional departmentation is the most widely employed basis f or organizing activities. Here these activities are jumped in accordance with the functions of an enterprise.

4. Departmentation by Territory or geography: 

Here activities in a given area or territory be grouped and assigned to Q manager. It is common in enterprises that operate over wide geographic areas.

5. Customer departmentation: 

When activities are grouped so that they reflect a primary interest in customers is common in a variety of enterprises. Each of the different things is managed by one departmental head.

6. Process or equipment departmentation: 

Manufacturing firms often group activities around a process or a type of equipment. Here people and materials are brought together in order to carry out a particular operation.

7. Departmentation by product: 

When activities of a manufacturing enterprise are grouped on the basis of products or product lines has been growing in importance in multiline, large-scale enterprises.
MODEL QUESTIONS:

1. What is the meaning of organizing?

2. Distinguish Formal and Informal Organizing.

3. What are the steps involved in Organizing? Discuss.

4. What do you understand by Span of Management?

5. What are the factors influencing effective Span of Management?

6. What do you mean by Delegation of Authority?

7. How Authority is delegated?

8. What are the guides you should follow for overcoming weak delegation?

9. Distinguish centralization and decentralization.

10. What are the guidelines should be followed for effective committees?

11. Discuss the patterns or bases of Departmentation.
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