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PRODUCTIONMANAGEMENT

Productionmanagementreferstothedetailedproceduresthattheentrepreneur
needstoputinplacesoastoproducethedesiredgoodsandservices.

PRODUCTION

Productionistheprocessoftransformingrawmaterialsintofinishedproductssoasto
satisfyhumanwants.

Productisagoodorservicethatisintendedforsale.
Goodsaretangibleitemsthatcanbeseenandtouched.
Servicesareintangibleactivitiesperformedusingpersonalskillsoftheentrepreneuror workers.

PRODUCTIONPROCESS

Productionprocessreferstothestepsinvolvedinproducingagoodorservice
.theprocessinvolvesthefollowing;

a)Carryingoutmarketresearch,thisinvolvescollectinginformationrelated
tothemarketandcustomerneedstoensurethatwhatisproducedmeets
thecustomers’interest.

b)Developingaproductidea,thisisadecisionthatistakentotranslatean
imaginaryideaintosomethingthatistosatisfyanindentifiedneed.

c)Translatingaproductideaintoaproductdesign,.

d)Sourcingoracquiringrawmaterials,theseareinputsrequiredtoproduce
thedesiredproduct.

e)Carryingoutactualproductionandobservingqualitystandardsofthe enterprises.
f)Storingtheproduct

g)Distributiontheproduct

h)Makingafollowupwithcustomers,thisisdonetofindouthowthe
productisperforminginthemarket.

i)Makinganyimprovementsdesired,thisisdoneusingtheinformation
obtainedduringaproductfollowupandanyothermechanismtoensure
thatcustomersviewsisobtainedabouttheproduct.
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DEFINITIONOFAPRODUCT

OAproductcanbedefinedasacollectionofphysical,serviceandsymbolic
attributeswhichyieldsatisfactionorbenefitstoauserorbuyer.Or

OAproductisacombinationofphysicalattributese.gsizeandshape,image
orqualitycustomerpurchases.

ELEMENTSOFAPRODUCT

Wayshowentrepreneursmaketheirgoodsuniqueanddifferent.
1.Branding.Thisinvolvesthegivingofanametoeasilydistinguishitfrom others.
2.Productdesignshapeandmodel.Theseincludecoloursafetyandtexture oftheproduct

3.Packaging.Thisisthewrappingoftheproductinspecialcontainersto
protectthemagainstdamageandcontamination.

4.Labeling.Thisinvolvesputtingbarcodeswhichcanidentifytheproduct.

5.Productdistribution.Thisinvolvesmakingtheproductconveniently
availabletocustomers.

6.Blending.Thisinvolvesthemixingofdifferentcolours,flavourstothe
producttomakethemunique.

7.Methodofproduction.Hereentrepreneursuseuniquetechiniquesin
productiontocomeupuniqueproducts.

8.Methodsofsalespromotion.
FACTORSCONSIDEREDWHENDESIGNINGTHEPRODUCT.

1.Theproductattributes.Entrepreneursuseproductattributeslikecolour
shapetexturewhichareappealingtotheircustomers.

2.Governmentregulations.Entrepreneursproduceproductswhichconform
tothegovernmentregulations.
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3.Needsofthemarkettobesatisfied.Entrepreneursproduceproductsthat
meetcustomerneed.

4.Availabilityofrawmaterials.Entrepreneursproduceproductswhoseraw
materialsarereadilyavailableandatlowcost.

5.Feasibilityandviabilityoftheproduct.Entrepreneursproduceonlythose
productswhichyieldsufficientreturnsandaregenerallyacceptedinthe community.

6.Skillsneededintheproduction.Entrepreneursengageintheproductionof
aproductinwhichthereissufficientlabourwiththenecessaryskills

7.Natureofthepackagingmaterialstobeused.Entrepreneursproduce
productswhichcaneasilybepackedwithenvironmentallyfriendly packagingmaterials.

8.Productsofthecompetitors.Theproductsproducedaresimilaroreven
betterthatthoseofthecompetitors.

9.Machinerytobeusedinproduction.Productswhichareproducedrelateto
thecurrentstateoftechnology.

10.Thelifespanoftheproduct.Entrepreneursproduceproductswhichcan
staylongerbeforegoingbad.

Factorsaffectingproductiondecisions
Theproductiondecisionisinfluencedbyanumberoffactorswhichamong othersinclude;

1.Facilitiesandorganization,thisincludethenatureofthelayoutandthe
structureoftheenterprise

2.Salespotentialoftheenterprise, thisistheestimateofhowmuchtosell,
whyandwhenthecustomerswillneedthem.

3.Moneyrequirement.Thisinvolvesmakingananalysisofhowmuchwillbe
neededtoproducethedesiredproduct.

4.Salespromotionandgrowth.Thisinvolvesdeterminingwhichsale
promotionmethodstouseandtheirimpactonthedemandoftheproduct.

DOWNLOAD MORE RESOURCES LIKE THIS ON ECOLEBOOKS.COM



https://ecolebooks.com/
https://ecolebooks.com/
https://ecolebooks.com/
https://ecolebooks.com

Ecolebooks.com @testetoon

Page3of3

5.Labourrequirement.Thisinvolvesdeterminingthenumberandtypeof
workersthatwillbeneeded.

6.Sourceofsupply.Thisanalysesthenatureandthesourceofrawmaterials
touseinproduction.

7.Thetransportplans.Thisistheanalysisofhowtherawmaterials,workers
andfinishedgoodswillbetransported

8.Acceptabilityinthecommunity.Heretheentrepreneurdeterminesthe
generalfellingofthecommunitytowardstheproduct.

9.Thelegalrequirements.Heretheentrepreneurunderstandsthelawsand
regulationsthatmustbeobservedwhileproductionoftheproduct.

PURCHASINGSKILLS

Purchasingreferstoprocessofobtainingproductionrequirementintheright
time,rightprice,rightqualityandrightquantity.

Objectives:

1.Toprocurerightmaterial
2.Toprocurematerialsindesiredquantities
3.Toprocurematerialofdesiredquality
4.Topurchasefromreliablesource
5.Topaylessformaterialspurchased
6.Toreceiveanddelivermaterialsatrightplaceandtime

Principlesofpurchasing

1.PrincipleofRightQuality:thisimpliesthatqualityshouldbeavailable,
measurableandunderstandable

2.PrincipleofRightQuantity:theitemsboughtmustnotbetoomuchandnottoo
low,butjustenough.
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3.PrincipleofRightSource:itemsmustbeboughtfromthebestsupplierwhois
reliableandcosteffective.

Pagedofd

4.PrincipleofRightPrice:Thepricecanbekeptlowbyproperplanningandnot
byrushbuying.Pricenegotiationhelpstodeterminetherightprices.

5.PrincipleofRightTime;thetimeshouldbeappropriatetoavoidoverstocking
andunderstocking.

6.PrincipleofRightPlace:ismostconvenienttohimfromthepointofviewof
thelocationofstorehousesand/orplantlocation.

7.PrincipleofRightTerms:Thetermsandconditionsgoverningthecontract
mustbenotifiedatthetimeoftendering.

FACTORSDETERMININGTHECHOICEOFTHESUPPLIER

1.Locationofthesupplier.Supplierswhoareneararepreferredtosuppliers
whoarefarfromthebusiness.

2.Theleadtimeofthesupplier.Entrepreneursprefersupplierswhosupplyin
theshortesttimepossible.

3.Thetermofsaleofthesupplier.Entrepreneursbuyfromsupplierswho
havethebesttermsofsale.Egcreditsales,discounts.

4.Thepricechargedbythesupplier.Entrepreneursbuyfromsupplierswho sellatlowprices.

5.Availabilityandreliabilityofthesupplier.Entrepreneursbuyfromsuppliers
whoarealwaysavailableandreliableastheycansupplygoodswhenever needarises.

6.Reputationofthesupplier.Entrepreneursprefertobuyfromsuppliers
whosereputationinthemarketisgoodforknownqualityandreliability.

7.Theconcernforquality.Entrepreneursselectsupplierswhoareknownfor
offeringqualitygoods.
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8.Easeofcommunicationtothesupplier.Entrepreneursselectsupplierwho
canbecommunicatedtooatanytime.

Factorsconsideredwhenselectingrawmaterialsforproduction

* Thecostofrawmaterials
Page5of5

* Thequalityofrawmaterials

* Theavailabilityoftherawmaterials

* Theenvironmentaleffectofrawmaterials

* Durabilityofrawmaterials

* Theamountofwasteproducedbyrawmaterials.

* Thesourceoftherawmaterials.

Purchasingprocedures

1.Determiningthebusinessneeds.Thisinvolvescarryingoutasurveytofind
outwhatcustomersneed.

2.ldentifyingthepotentialsupplier.Thisinvolvesidentifyingwhichsuppliers
selltherequiredgoods.

3.Contactingthesuppliers.Thisinvolvessendinglettersofinquiriestoallthe
potentialsuppliers.

4 .Selectingthebestsupplier.Thisisdoneaftercomparingthequotations
fromallthepotentialsuppliers.

5.Sendingpurchaseordernotes.Thisisdonetoplaceanorderforthe
requiredmaterialsorgoods.

6.Checkinggoodsondelivery.Thisisdonetofindoutthegoodsdamagedin
transitorwhetherthedeliverycorrespondswithordernote.
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7.Checkingtheinvoice.Thisisdonetoestablishwhethertheinvoice
correspondswiththedeliverynoteandordernote.

8.Makingpaymentstothesupplier.Thesupplieriseithergivencashora
chequeinpaymentforthegoodssupplied.

Howtoidentifythepotentialsuppliers
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a)Askingbusinessfriends,
b)Contactingorganizationsthatsupportsmallbusinesses,
c)Reviewingnewspapers,magazines,tradejournalsandbusinessdirectories
d)Contactingentrepreneurinthesamebusiness,

e)Searchingoninternetsites,toestablishthecompaniesthatdealin
materialthattheentrepreneurneedtopurchase

Activitiesinvolvedincheckinggoods

a)Checkingthedeliverynotewiththeorder,toensurethateverythingordered
hasbeenreceivedontime.

b)Checkingdeliverynoteagainstdispatchnote,toensurethatwhathasbeen
deliveryiswhatthesuppliersent

c)Checkingthestateoftheproduct,toensurethatgoodswhichare
damagedduringtransitareexcludedandthesupplierisnotified.

d)Checkingthequantityofsuppliesagainsttheorder

e)Signingthedeliveryandgoodsreceivednote,thatisonceallconditions
havebeencheckedthebuyersignsthegoodsreceivednote,itindicates
thathe/shehasreceivedgoodsorderedfor
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Question

Youintendtostartamaizemillingindustryinyourlocalarea.
a)Prepareprogrammeforpurchasingmachineryforyourbusiness
b)Developguidelinestobefollowedwhenselectingsuppliesofmachinery
c)Writeapurchaseorderfornewmachinery

Dutiesandresponsibilitiesofthepurchasingofficer
Apurchasemanagerisapersonresponsibleforbuyingrequirementsinan
organization.Belowarethedutiesandresponsibilitiesofapurchasemanager.
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1.Negotiateandrecommendexecutionofcontractsforthepurchaseof
supplies,servicesandequipment.
2.Acttoprocureforthebusinesstheneededqualityinsupplies,services
andequipmentatleastexpensetothebusinessallocatedbudget.
3.Discourageuniformbiddingandendeavortoobtainasfullandopen
competitionaspossibleonallpurchases.
4.Prepareandrecommendtothegeneralmanagerforapproval,rulesand
proceduresgoverningthepurchaseofsupplies,servicesandequipment
forthebusinessandrevisionsandamendmentstosuchrulesand procedures.
5.Keepinformedofcurrentdevelopmentsinthefieldofpurchasing,prices,
marketconditionsandnewproducts.
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KANYWAGIENTERPRISES

P.0.BOX123KAMWENGE

TEL:0781234567

LETTEROFINQUIRY

LOINO.002 DATE............
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Pleasequoteustheprice,termsofsaleanddeliveryforthefollowingitems.
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6.Prescribeandmaintainsuchformsasarereasonablynecessaryto

conformtotherequirementsofpurchaseandotherrulesandregulations;
7.Supervisetheinspectionofallsupplies,servicesandequipment

purchasedtoinsureconformancewithspecifications;

8.Recommendtothestoremanagerthetransferofsurplusorunused

suppliesandequipmentbetweendepartments.
9.Maintainabidders’list,vendors’file,andsuchotherrecordsasare
neededfortheefficientoperationofthepurchasingfunction.

Documentsusedinthepurchaseofgoods

Letterofinquiry

Thisisadocumentsenttotheselleraskingforinformationregardingthe

availabilityofgoodsforsaleandthetermsofsale.

Quantity

Particulars

Unitprice(shs

Totalamountshs
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Pleasenotethatitemsareneededurgently

Preparedby
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Quotation

Thisissentbythesellertothebuyerreplyinganinquiry.ltgivesinformation
aboutthegoodsavailableforsaleandthetermsofsale.
Inresponsetoyourinquiry,wearehappytosendyouthefollowing particulars.

Quantity Particulars Unitprice(shs Totalamountshs

E&OE TOTAL

ThepricequotedincludesVAT

Deliveryintwodaysafterreceiptofordernote

KANYWAGIENTERPRISES date.............

P.0.BOX123KAMWENGE

TEL:0781234567

QUOTATION
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Preparedby

PurchaseOrder.
Thisisadocumentsenttoasellerbythebuyerrequestingtobesuppliedwithgoods
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FUFAMETALWORKERS
P.0.BOX0774
TORORO
PURCHASEORDER
LPO NO002 DATE...ci i
TO it
Pleasesupplythefollowingitems.
Quantity particulars Rate(SHS) Amount(shs)
Total
Deliverydate........cccoccereericeceeececeiereseee e
Deliveryvalue.........ccooeuveveeeeceseeeerreee e
PaCKaging....cceeoeceeeeeetieeee et Theorderisvalidforoneweek.
Preparedby; Sign......ccoevvevvecereecvnrennen.
Tl e
Name....cccoovvvvineeieee
Goodsdeliverynote.

Thisisthedocumentsenttothebuyeralongwiththegoods
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AGOLOTSTEELWORKERS

P.0.BOX0412

TELO41229990

DELIVERYNOTE

Deliverynote No:003 Date...uoeeecececeeeerree e

LPONo0:002
M/S
Quantity [Particulars Rate(shs) Amount(shs)
DelVEredby........ccvveiveeeeeeceeetre e SIBN ettt e s
Allgoodsarereceivedingoodorderandcondition
RECEIVEADY ...ttt e L= T OO ROTESTSORR

Aninvoice.
Thisisadocumentsentwhengoodshavebeensoldoncredit.ltindicatesdetailsofgoodssoldoncredit andamountdue
Paymentvoucher.

Thisisadocumentthatclearsandauthorizespayments
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FUFAMETALWORKS
P.0.BOX0774
TORORO
TELO41258943
PAYMENTVOUCHER
No0091 DATE....ooirirerrerereseeenens
CredittoM/S.....vo e INVOICENO.......c.ooeeuneee
AJCNO. ettt e
Quantity purpose Rate Amount
TOTAL
AmountinWords.......cceeveeeveneeneveennenen
Preparedby......ccccocceieeicesiensceerre e, Y7 { [
Authorizedby......ccooeveinnncinecrnneenee ] ={ RPN
Receivedby.....ouvececeirerece s )= o T
Pagel30f13
Cashreceipt.

Thisisadocumentissuedbyasellertoabuyerevidencingtransactionofgoodsinbusiness

DOWNLOAD MORE RESOURCES LIKE THIS ON ECOLEBOOKS.COM



https://ecolebooks.com/
https://ecolebooks.com/
https://ecolebooks.com/
https://ecolebooks.com

Ecolebooks.com @tecitoon

FUFAMETALWORKS
P.0.BOX0774
TORORO

TEL041258943
No.473 Date...cccovrennee

CASHRECEIPT
ReCEIVEAWITENANKSTIOM....tiiiieiie ettt st e st e e aee s be e e aeesbeeesanee s
Cash/ChequeNO..........oceeeeececteee ettt DalaNCe....vctetectece e SHS.

WITHTHANKLS

ForFUFAMetalworks
Oncegoodsaresoldnotreturnable

INVENTORYMANAGEMENT

Inventorymanagementreferstoactivitiesaimedatensuringthattheright
guantityofstockisavailableattherighttimeintherightquality.

Definitionofinventory

Inventoryisstockofphysicalgoodsthatcontaineconomicvalue,andare
heldwaitingfor,packing,processing,transformation,useorsale.

REASONSFORINVENTORYMANAGEMENT

1.Tomaintainadequateinventorysoastoavoiddisruptionsinproduction process.

Pagel4ofl4d

2.Toreducesurplusstock.Thisreducesinvestmentinunwantedlevelsof stock.
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3.Tomeetdemandfluctuations.
4.Toensuretimelyrecordsofinventoryofallitems.
5.Tominimizeexcessconsumptionofstockitems.
6.Toensurethatproperamountofinventoryisavailableattheright.
7.Toensuretimelyreplacementofinventory.
8.Toallowflexibilityinproductionandmarketing.
9.Toreducestocklosseswhileinstores.Thiscouldbethroughexpiry, damage.
10.Toavoidtyingupalotofworkingcapitalininventory.
11.Tomaintainconstantsupplyofgoods.

12.Tofacilitatefutureconsumption,saleorfurtherprocessing/valueaddition

DifferentTypesoflnventory

1.Rawmaterials.Thesearegoodswhicharenotyetcommittedorputto
theproductionprocess.

2.Workinprogress.Thesearegoodswhicharestillintheproduction
processandnotyetcomplete.

3.Finishedgoods.Thesearegoodswhichhavecompletedthe
productionprocessbutnotyetsold.

4.0fficesupplies.Thesearematerialswhichsupporttheproduction
processsuchasstationery.

5.Sparepartstoserviceproductionequipmentsandmachines.
6.Defectiveproductsordefectivepartsandscrap.

7.Businessequipments.

Pagel50f15
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8.Goodsunderrepair.Thesearegoodswhichmayhavebeendamaged
undertheproductionprocessandarebeingrepaired.

FactorsthatInfluencesthelLeveloflnventory:

1.Theavailabilityofthematerials.Materialsthatarereadilyavailablecanbe
stockedinlowquantities.

2.Theleadtime.Thisisthetimetakentoreceivethegoodsordered.For
shortleadtime,lowquantitiesmaybestocked.

3.Stockholdingcosts.Thisisthecostofkeepingstockinthestore.High
stockcostsresultsintostocklevels.

4.Therateofconsumptionofmaterials.Highconsumptionrateresultsinto highstocklevels.

5.Tradediscountsallowedonpurchase.Hightradediscountsonpurchase
resultsintohighpurchaseandhighstocklevels.

6.Durabilityofthematerials.Materialsthatcanstaylongerarestoredin largequantities.

7.Theavailabilityandcostoftransport.Presenceandcheapmeansof
transportleadstoquickdeliveryandhencelowstocklevels.

8.Formalitiesinvolvedinprocuringinventories.Longprocurement
proceduresleadstohighstocklevels.

Characteristicsofeffectiveinventorymanagementsystem
Itshould;

1.Maintainsufficientstockofrawmaterialintheperiodofshortsupplyand
anticipatedpricechanges.

2.Ensureacontinuoussupplyofmaterialtoproductiondepartmentsoas
facilitateuninterruptedproduction.

3.Minimizethecarryingcostandtime.
4.Maintainsufficientstockoffinishedgoodsforsmoothsalesoperations.

5.Ensurethatmaterialsareavailableforuseinproductionandproduction
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servicesasandwhenrequired.

6.Ensurethatfinishedgoodsareavailablefordeliverytocustomerstofulfill
orders,smoothsalesoperationandefficientcustomerservice.

7.Minimizeinvestmentininventoriesandthecarryingcostandtime.

8.Protectthe inventory againstdeterioration,obsolescence and unauthorizeduse.

9.Controlinvestmentininventoriesandkeepitatanoptimumlevel.
Importanceofinventorymanagement

1.It"susedtofacilitatetrackingandfindingstock.Accuraterecordsensure
thatproductionisnotaffected.

2.Itisusedtoreduceexcessiveinvestmentininventory,whichisover
investingininventorythatwouldholdbusinesscapital.

3.It’susedtoreduceastocklossduetoexpiry,theftanddamage.

4. ltisusedtopromoteflexibilityinproduction.Thisisrealizedbyavoiding
overstockingandunderstockingofinventory.

5.1t'susedtoensuretimelyreplacementofrawmaterialsforproductionof goodsandsales.

6.It’susedtorelievemanagementofexcessivesupervisionofinventory.This
isbecauseinventorymanagementinvolveproperdocumentiswhathas
beenreceived,whatisinthestoreandwhatmaybeneededinfuture.

INVENTORYCONTROL

Inventorycontrolisconcernedwiththeacquisition,storage,handlinganduseof
inventoriessoastoensuretheavailabilityofinventorywheneverneeded.

MEASURESTOCONTROLINVENTORY

1.Providingacardforeachiteminthestore
2.Filingallreceiptsassociatedwithpurchase
3.Makinganalysisofinventoryrecordstoavoidoverstockingorunder
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stocking.
4.Takingphysicalcountofinventoryatleasttwiceayeartoestablishthe

amountofstockavailable.
5.Providingastrongroomforstorageofinventorywithlockablefacilities.
6.Providingabooksignandoutofstockinordertomonitorstockmovement
7.Makinganalysisofinventorycontrolcards,toascertainfrequencyofuse orsale
8.Keepingvaluablesmallitemsinasafelocker
9.Employinginventorymanagertobeinchargeofinventory.

Toolsusedininventorycontrol

1.Reorderlevel.Thisistheminimumlevelbelowwhichstockshouldnotfall
beforenewordersareplaced.

2.Leadtime.It’sthetimeittakestoreceivegoodsordered.

3.Workingcapital.Thisistheamountofmoneythatisavailablefortheday
todayrunningofthebusiness.

THECONCEPTOFSTORESMANAGEMENT
Thesearethemeasuresemployedsoastoprotectgoodsfromdamageandloss.
Astoreisaplacewherestockitemsarekeptbeforebeingusedupinproduction orsold.
Toolsforeffectivestoresmanagement.

1.Physicalstockcounting.Thisiswherethestockisphysicallycountedto
findoutwhatisavailableinthestoreandcrossckecktowhatisexpected
tobethereasperstockcards.

2.Stockreconciliation.Thisiswhereallrecordsregardingwhatisinstock
areupdatedandbalancedtogetarecordofwhatisthere.

3.Stocktaking.Thisreferstotheactualcountingofstockavailableinthe store.

4 Stockcard.Thisisadocumentthatcontaindetailsofthestockreceived
andissuedinandoutofthestore.
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5.Stockrequisitionform.Thisisadocumentthatshowthedetailsofstock
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itemsthatarebeingrequestedforoutofthestore..

SAMPLEOFTHESTOCKCARD
MMENTERPRISES
P.0.BOX123MUKONO
TEL:041234567
STOCKCARD
[temname.......cccvvivienivevenneeennn ltemno.02333 cardno.01114
Stocklevel Dateof: Quantity Issued Stock remarks

balance

Max | min | Receiving |issuing | Rec’d |Iss'd | By |To

Authorizedby

Page190f19
SAMPLEOFTHESTOCKREQUISTIONFORM
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MMENTERPRISES
P.0.BOX123MUKONO
TEL:041234567
STOCKREQUISTION
N[o T FORMBATE ..,
DEPARTIMENT .ottt eee ettt eeeeeeaeeeeeeeeseeesssnnsssnnnsesnsssesnsesssnsssnnssennns
DESCRIPTION QUANTITY RATE AMOUNT
SUPPLIEDFROMBINNUMBER...... oottt eee e e eve s
ENTEREDINTHEBINCARDBY. ... oot eteeee e e eeaeeeee e
AUTHORISEDBY
Page200f20
LABOURREQUIREMENTS

Labourishumaneffortsbothmentalandphysicalusedinproductionofgoods

andprovisionofservices.
Typesoflabour

Skilledlabour
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Thisislabourwhichhavesomespecialskills,knowledgeandabilitywhichis
usuallyacquiredandneededtodoaparticulartask.

Semiskilledlabour.

Thisisthelabourwhichpossessesparticularskillsinhisareaandcanperforma
jobinhisarea,howeverrequiringalotofsupervision.

Unskilledlabour.

Thisisaworkerwhopossessesnospecialtraingingandwhoseworkinvolves
theperformancesofsimpledutieswhichrequiretheexerciseoflittleorno reasoning.

REASONSWHYLABOURISNEEDED

1.Tominimizedamagetomachinesbyusingcompetentorqualifiedemployees.

2.Tomanagebusinessoperations.

3.Tofacilitatetheexploitationofthewouldbeidleresources

4. Tooperateproductionmachinery.

5.Tomatchadvancementsintechnology.

6.Totapmissingskillsandcompetences

7.Toreplacedeedorretiredemployeetofacilitatecontinuousproduction.

8.Toincreaseproductivityinthebusinessbyrecruitingmoreworkers.

9.Tomotivateworkersbypromotingthemtohigherpositions.

10.Topromotethereputationofthebusinessthroughrecruitingqualifiedworkers.

11.Togettherequiredworkerswiththerequiredskillstodothejob.

12.Tocombinewithotherfactorsofproductionsoastoenableproduction.

13.Topromoteexpansionofthebusinessasrecruitmentofmoreworkersleadsto businessgrowth.
FACTORSDETERMININGTHENUMBERANDTYPEOFWORKERSTOWORKIN ANENTERPRISE.

1.Thetypeofskillsrequired.Entrepreneursrecruitworkerswhohavethe
skillsneededtodoaparticulartask.
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2.Thenumberofjobsavailable.Businesseswhichhaveanumberofjobs
whicharevacantrecruitmanyworkerstofillthosevacantposts.

3.Thenumberoffamilymemberssupportingthebusiness.Businesses
whichhavemanyfamilymemberssupportingthebusinessrecruitfew workers.
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4.Thecostofhiringlabourinrelationtobusinessoutputandprofitability.In
businesseswherethecostofhiringlabourishighrecruitfewworkers.

5.Theleveloftechnologyusedinthebusiness.Businesseswhichusemoder
technologyandcapitalintensivetechnologyrecruitfewworkerssince
muchoftheworkisdonebymachines.

6.Thelevelofdemandofbusinessproducts.Businesseswhoseproducts
havehighdemandrecruitmanyworkers.

FACTORSCONSDEREDWHENRECRUITINGWORKERS.

1.Theexperienceoftheemployee.Entrepreneursrecruitworkerswhoare
experiencedbecausetheyareefficientandrequirelesstimetotrain.

2.Thelevelofeducationandtraining.Entrepreneursrecruitworkerswhoare
welleducatedwithhighlevelsoftraining.

3.Thecostoftheworker.Entrepreneursrecruitworkerswhoarerelatively
cheapandaffordablebutefficient.

4.Thehealthoftheworker.Entrepreneursrecruitworkerswhoareingood
healthconditionswithoutseriouschroniclediseases.

5.Theageoftheemployee.Entrepreneursselectworkerswhoareabovel8
yearsbutnottooold.

6.Themaritalstatusoftheemployee.Entrepreneursprefersworkerswhoare
notmarriedasthesewillbecommittedtotheirworkyetothersprefer
thosewhoaremarried.

PRODUCTIONMACHINERY,EQUIPMENTANDFACILITIES Whatistechnology?

Technologyreferstotheknowhow,designandintellectualinputofdoingthings.
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Effectoftechnologyinbusiness

1.ltincreasesefficiencyinanenterprise,forexamplemarketingexpenses
andorderingforrawmaterials
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2.Thebusinessisabletoproducenewproducts;thishelpsanenterpriseto
meetcustomerneeds

3.It’susedbyentrepreneurstooutcompeteotherbusinesses,e.g.quick
responsetocustomerordersmakesthemhappy.

4.ltleadstoincreasedmarketforthebusiness,forexamplee-marketingof goodsoninternet

5.Leadstomoreexploitationofresources.Thisisduetotheexpanded
marketthatincreasesdemand.

6.Ithelpstoattractnewcustomers,forexampleuseofinternet.

7.Technologyfacilitiesplanningandforecastingcustomerdemand.Thisis
throughresearchviainternet.

Typesoftechnology

1.Appropriatetechnology

2.Advancedormoderntechnology

3.Adaptedtechnology

4.Transferredtechnology
APPROPRIATETECHNOLOGY
Thisisatypeoftechnologywhichissuitabletotheconditionsofacountry.
Characteristicsofappropriatetechnology

1.It’ssimpletooperate,touseandmaintain.

2.1t'sbasedonthelocalmarket,thatistosay,it’sdesignedtoproducefor localmarkets

3.ltisflexible.itchangestomeetchangesinthemarket.

Page230f23

4.ltisdurable.ltlastslonger.

5.It"sefficient.Thatisitproducesthedesiredproducts.

DOWNLOAD MORE RESOURCES LIKE THIS ON ECOLEBOOKS.COM



https://ecolebooks.com/
https://ecolebooks.com/
https://ecolebooks.com/
https://ecolebooks.com

Ecolebooks.com @testetoon

6.It"scosteffective.ltminimizescostsofproduction.
7.ltisenvironmentallyfriendly.ltdoesnotharmtheenvironmentthrough pollution
8.ltisavailable.ltiswithinthelocality.
ChallengeshinderingthedevelopmentofappropriatetechnologyinUganda
1.Weakwhichcannotstopduplication.
2.Highdesireforimportedadvancedtechnology.
3.Limitedfundsforfinancingresearchintothedevelopmentofappropriate technology
4.Limitedpracticalskills
5.Limitedsupplyofrawmaterials,thisduetolowlevelofinnovationsand creativity

6.Biastowardsgoodsproducedbythehelpofappropriatetechnology.This
makesitunpopularinthecountry

Examplesofappropriatetechnology

Oxplough

LocallymadeMillingmachines Doorsandwindowsmadeoutofscarp
Popcornmachines.
TRANSFERREDTECHNOLOGY(ADVANCEDTECHNOLOGY

Thisisatypeoftechnologywhichisimportedfromdevelopedcountriesto

developingnations.Thisiscurrentlyinformofsoftware,computers Advantages

1.Itssimplifieswork
Page240f24

2.Leadstoproductionofqualitygoods

3.Moreresourcesareexploitedbythefirm.Thisincreasessalesand
profitabilityoftheenterprise

4.ltmakesthelocalskillstobeupgraded
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Problemsassociatedwithadvancedtechnology
1.It’shighlyautomated;thismakesitexpensivetoaccess
2.ltsmorecapitalintensiveinnature.itusesmoremachines.
3.ltcausesunemployment
4.Thecostofmaintenanceishigh;thisreducestheprofitlevelofthe entrepreneur

5.1tleadstoruralurbanmigration;thisisbecausethetechnologyrequires
steadysupplyofpowerandgoodroadswhicharemoreintownsthanin thevillages.

6.Itiscomplicatedtooperate,thisleadstocomplexityoftheenterprise
INDIGENOUSTECHNOLOGY

Thisisatypeoftechnologydevelopedwithinthecountryandpassedoverthe
yearsfromgenerationoftenwithnodevelopmentsandimprovements

FACTORSTHATINFLUENCETHECHOICEOFTECHNOLOGY

1.Availabilityofspareparts.Entrepreneursprefertousetechnologywhose
sparepartsarereadilyavailable.

2.Skilledmanpowerrequirement.Entrepreneurspreferstousetechnology
whoseskilledmanpowertooperateitisreadilyavailable.

3.Governmentpolicy.Entrepreneursprefertechnologywhichisallowedby thegovernment.
4.Marketsize.Businesseswhoseproductsareonhighdemandprefer

Page250f25
advancedtechnology.

5.Initialcostofthetechnology.Entrepreneursusetechnologywhoseinitial
costsarerelativelylow.

6.Simplicityofthetechnology.Entrepreneursselecttechnologywhichis
easyandsimpletouse.
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7.Productivityandefficiencyofthetechnology.Entrepreneursuse
technologywhichleadstohighproductivity.

8.Flexibilityofthetechnology.Entrepreneursusetechnologythatcanbe
easilyadjustedtomeetchangingmarketconditions.

9.Availabilityofthetechnology.Entrepreneursusetechnologywhichiseasily
accessibleandavailable.

10.Powerconsumption.Entrepreneursselectthechnologywhichconsumes
lowpowersoastominimizeelectricitybillis.

11.Impactontechnology.Entrepreneurspreferstechnologywhichis
environmentalfriendly.

TECHNIQUESOFPRODUCTION
LABOURINTENSIVETECHNIQUESOFPRODUCTION

Thisatechniqueofproductionwhererelativelymoreunitsoflabourisusedin
theproductionprocessthananyotherfactorinputspeciallycapital

Advantagesoflabourintensivetechniquesofproduction
1.It'scheaptomaintainandacquire.Thatistosayworkerscanbeobtained inthenearbyareas.
2.Thetechniqueisflexibleinuse.ltcanbeeasilyadjustedbytraining workers.
3.Itincreasescommunityinvolvementhenceacceptabilityofthebusiness.
4.ltleadstodevelopmentofareas.

5.I1tminimizestheproductioncosts.ltisrelativelycheap.

Page260f26

6.Itreducesthecostofkeepingscrapandsparepart,thisisbecauseit
cannotbestoredandkeptforfutureuse.

Disadvantagesofthelabourintensivetechniquesofproduction

1.Itresultsintolowproductivity;thisisduetothelimitedskillsandcapacity.
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2.1tleadstoproductionoflowqualityproducts.
3.Strikesarecommonwithlabourintensivetechniques.

4. Itresultsintolossofmarkettothecompetingfirmsthatmaybemore
demandresponsivetothemarketneeds

5.Inthelongrunitsveryexpensivetechniquesofproduction,thisisbecause
itrequiresalotofsupervisionandotherlabourcosts.

6.Lowqualityproductsareproduced;thisisbecausethetechniqueemploys
moreoftheavailablelocalsemiandunskilledlabour.

7.1t'shardforanenterprisetostandardizeoutputusingthetechnique;thisis
duetolimitedskills.

8.Thetechniqueisslowandtimeconsumingwhichleadstolowoutput.
9.Underutilizationoftheenterpriseresources,thisisduetolimitedcapacity.
10.

CAPITALINTENSIVETECHNIQUEOFPRODUCTION

Thisamethodofproductionwhichemploysrelativelymoreunitsofcapitalunits
especiallymachinesthanotherfactorinputespeciallylabour.

Advantagesofcapitalintensivetechniqueofproduction
1.Improvesthequalityofoutputproducedbytheenterprise.

2.Leadstodevelopmentofskillsofworkers,thisisduetotrainingoflabour
inthedifferentproductionactivities.

3.ltsminimizeslossesassociatedwithworkersstrikesanddestructions.
4.Thetechniquesavestime,wherebymachinesdotheworkfasterandmore efficient.
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5.Leadstoincreasedproductionofoutput,thisisduetotheuseofmodern machines.
6.1t'seasytostandardoutputproducedbymachines.

7.Thetechniqueissuitablewherelabourisveryexpensivetoacquireand maintain
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Disadvantagesofcapitalintensivetechniquesofproduction
1.It’sexpensivetoacquireandmaintain.
2.Itleadstooverproduction,thiscausewastageofresources

3.Thetechniquerequiresadvancedskills,thisincreasesthecostoftraining
orhiringexperiencedpersonnel.

4.Incaseofloss,theentrepreneursuffershugecosts;thisisintermsof
repaymentandmaintenance

5.Thetechniqueisbasedonelectricity,thisincreasestheoperatingcostsof theenterprise
SELECTIONOFMACHINERYEQUIPMENTANDFACLITIES

Machinery

Thisreferstoagroupofmachinesingeneral
Machinereferstoadeviceinwhicheachpartworktogetherwithotherto
performafunction

Equipment

Thisreferstothedevicesneededtodosomework.

Tools
Thisisanyinstrumentorapparatusthathelpindoingworke.g.hammer,axeetc

Factorsconsideredwhenselectingmachinery,toolsandequipment
1.Costofthemachinery.Entrepreneursprefermachinerywhichischeap.
2.Capacityofthemachinery.Entrepreneursselectmachinerywithhigh

productioncapacitytomeetdemand.
3.Easeofmaintenanceandrepair.Entrepreneursselectmachinerywhich

caneasilyberepairedandserviced.
4.Lifespanofthemachinery.Entrepreneursprefermachinerywhichcanstay longer.
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5.Guaranteegivenbythemanufacturer.Entrepreneursusethosemachines
wherethemanufacturergivesguaranteetoprovetheirefficiency.

6.Flexibilityofthemachines.Entrepreneursselectmachineswhichcan
easilybeadjustedtomeetthemarketdemands.
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7.Productivityandefficiencyofthemachines.Entrepreneursselect
machineswhichareefficientandcanleadtohighproductivity.

8.Availabilityofcomplementarymachines.Entrepreneursselectmachines
whosecomplementarymachinesarereadilyavailable.

9.Sourceofthemachineryandequipment,anentrepreneursalwaysselect
machineryfromareliablesource

10.Theeaseofuseofmachinery,alwaysanentrepreneurselectsmachinery
whichissimpletouseascomparedtodifficultones

Question

Youareoperatingabusinesswhichdealsinthemillingofriceinyourhomearea
a)Draftaservicescheduletobeusedinservicingofmachines
b)Writethemachineservicingcodeofservice
c)Prepareguidelinesforselectingmachineryforuseinyourbusiness
d)Drawaplantlayoutofyourbusiness
e)Describethelayoutofourbusiness
f)Prepareajobdescriptionandjobspecificationforamaintenanceofficer

PRODUCTIONEQUIPMENTANDFACILITIES

Theseinclude

Plantlayout,thisreferstothearrangementofbuildings,machinesand
operationalfacilitiessoastomaximizespaceandincreaseproductivityofthe enterprise.

Elementsofgoodplantlayout
Agoodplantlayoutshouldportraythefollowingelements
1.Securityfacilities

2.Packingyard

Page290f29

3.Administrationandreception
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4.Storagefacilitiesforrawmaterialsandfinalproducts

5.Spacerequiredformovementandprovisionforemergencyoutlet

6.Spaceforfutureexpansion

7.Provisionforproduction

8.Provisionforwastedisposal

9.Provisionforpowersources

10.Residentialareasforworkers

11.Recreationfacilitiese.g.fieldforgames

Advantagesagoodplantlayout
1.ltincreasesproduction.ltmakesworkeasier.
2.Itcutsdownonexpensesbyminimizingwastage.
3.Itimprovesontheworkingconditionsofworkers.
4.ltincreasessafetyofworkers,sinceworkershavemoreroom.
5.Itimprovesonthewaymaterialsarehandled.

6.ltreducesspacewastage,aseachpartofthefloorspaceisusedinthe bestwaypossible.

TYPESOFPLANTLAYOUT.
OManufacturingunit
OTradingunit

OServiceunit
FACTORSCONSIDEREDWHENDESIGNINGPLANTLAYOUT.

1.Typeofmachinerytobeused.Machinesthatareforgeneralpurposeare

Page300f30
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arrangedasperprocesslayoutwhilemachinesthatperformspecifictasks
arearrangedaccordingtoproductlayout.

2.Natureandsizeofthefactory.Thisdeterminesthesizeofthefloorarea.
3.Natureoftheproductstobeproduced.Foruniformproducts,process layoutissuitable.
4.Theplantenvironment.Theremustbegoodlightingandventilation.

5.Machinerepairsandmaintenance.Theremustbeenoughspaceforrepair
andmaintenanceofmachines.

6.Thehumanneeds.Theremustbefacilitiesliketoilets,rest/changing
roomsforbothmalesandfemales.

ELEMENTSOFPLANTLAYOUT
1.Securityoffice/section.Thisiswherethesecutiyofficersoperatefrom.
2.Theparkingyard.Thisisspacewherevehiclesareparked.
3.Warehouse.Thisisthespacewherefinishedgoodsorrawmaterials arekept.
4.Welfarefacilities.Theseareroomswhereworkersdotheirpersonal activities.
5.Generatorroom.Thisiswherethegeneratoriskept.
6.Wastedisposalsection.Thiswherethewastematerialsaredisposed off.

7.Receivinganddispatchingsection.Thisiswhererawmaterialsare
receivedandordersareexecutedfrom.

8.Processingsection.Thisiswhereprocessingtakesplace.

9.Reception/administrativeoffices.Thisiswheremanagementofficers operatefrom.

Page31of31

Sampleofaplantlayoutforamedicalcenter
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Pharmacy

Accountant/cashier

Operationroom

Wastedisposalfacility

Parkingyard

Reception/outpatientsdepartment

Doctorfooms/

consultants

Stafftoilets

Maleword

Femaleward

Kidsward

Plantcapacity

Theproductionofgoodsorservicedependsonthecapacityofthemachineused
toproduceitthecapacityisoftwonature;

Feasiblenormalcapacity,thisreferstothevolumeornumberofunitsthatcanbe
producedduringagivenperiod

Patientsbathroomsandtoilets
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Page320f32
Normalmaximumplantcapacity,thisisthecapacitythatistechnicallyattainable

andcorrespondstotheinstalledguaranteedcapacitybythesupplier.

PRODUCTIONPLANINGANDCONTROL

Productionplanning

Productionplanningmeanstofixtheproductiongoalsandtoestimatethe
resourceswhicharerequiredtoachievethesetgoals.Thisisinbuiltsystemin
theproductionplan.Or

Productionplanningisconcernedwithdecidinginadvancewhatistobe
produced,whentobeproduced,wheretobeproducedfromandhowtobe
produced.ltinvolvesforeseeingeverystepintheprocessofproductionsoasto
avoidalldifficultiesandinefficiencyintheoperationofthebusiness
ObjectivesofProductionPlanning

1.Toensuresafeandeconomicalproductionprocess
2.Toeffectivelyutilizeplanttomaximizeproductivity
3.Tomaximizeefficiencybypropercoordinationinproductionprocess
4.Toensureproperdeliveryofgoods
5.Toplacetherightmanfortherightjob,atrighttimeforrightwages.
6.Tominimizelaborturnover

7.Toreducethewaitingtime

Importanceofproductionplanning

1.Itresultsineffectiveutilizationofresources.

2.Itensuresaregularandsteadyflowofproduction.

3.Itensuresoptimuminventoryismaintained,thispreventsover-stocking andunder-
stocking.

4.Ilthelpstocoordinatetheactivitiesofdifferentdepartments.

5.I1tminimizeswastageofrawmaterials.

6.ltimproveslabourproductivity,throughmaximumutilizationofmanpower.
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7.Productionplanninghelpstogivearegularsupplyofgoodsandservices
totheconsumersatfairprices.ltresultsinconsumersatisfaction.

Page330f33
Productioncontrol
ThisistheSystematicplanning,coordination,anddirectingofallmanufacturing

activitiesandinfluencestoensurehavinggoodsmadeontime,ofadequate
quality,andatreasonablecost Importanceofproductioncontrol

1.MorekEffectiveUseofEquipment:ltprovidesinformationabout productionequipment.
2.1thelpsinreducingidletimei.e.loss oftimebyworkerswaitingforsupply.
3.Itensuresevenflowofworkandavoidsrushorders.
4.ltleadstoGoodpublicimageduetoproperorganization.

5.1tleadstoincreasedsalesandincreasedprofits.

6.ItleadstoLowerOperatingCosts,

Alltheaboveareinbuiltsystemofaproductionplan.Whichhasthefollowing elements

1.Rawmaterials
2.Labourrequirements
3.Costing

4.Plantlocation

5.0fficespace
6.Workingschedules
7.Wastedisposalmanagement
8.Packaging

QUALITYMANAGEMENT

ThisreferstoManagementactivitiesandfunctionsinvolvedinthe
determinationofqualitypolicyanditsimplementationthroughmeanssuchas
qualityplanningandqualityassurance(includingqualitycontrol).
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Benefitsofqualitymanagementsystem

1.lthelpstomeetthecustomer’srequirements,whichhelpstoinstillconfidence
intheorganization,inturnleadingtomorecustomers.

2.ltensuresthatorganization'srequirementsarerealized,whichensures
compliancewithregulationsandprovisionofproducts.

Page340f34

3.Ithelpstocoordinateanddirectanorganization’sactivitiestomeetcustomer
andregulatoryrequirements.
4.1thelpstocommunicateareadinesstoproduceconsistentresults;this
minimizesmistakesandreducescosts.
5.Itensuresthatprocessesaredefinedandcontrolled;thisimprovesthe
organization'sofferings.
6.ltprovidesaworkatmospherethatnurturesaworkethicandallowworkersto
achievetheirpotentialasworkersaswellashumans

Definitionofquality qualityreferstotheabilityofproductstomeetthecustomersatisfaction.
Elementsofquality

1.Theenvironment
2.Packagingmaterialsused
3.Technicalspecifications
4.Rawmaterialsused

5.Conformityoftheproducttothesetstandardsofthecountry

ELEMENTSOFQUALITYMANAGEMENT
1Qualitycontrol

Thisreferstotheprocessofregularchecksthroughinspectionstoensurethat
theproductqualitymatcheslaiddownstandardsofperformance.Ortheseare
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theoperationaltechniquesandactivitiesthatareusedbytheenterprisestofulfill
therequirementsofquality.Or

Qualitycontrolisthatpartofqualitymanagementthatfocusesonfulfilling
qualityrequirementsofanenterprise.

1.Marketingresearch
2.Productdesign
3.Purchasingofrawmaterials
4.Productionofaproduct
5.Packagingandstorage

Page350f35

6.Salesanddistribution
7.Installationandtechnicalassistance

Benefitsofqualitycontrol

1.Itimprovesthebrandimageoftheenterprise.
2.Itpromotesentrepreneurs’imageandreputationinthemarket..
3.Ithelpstheenterprisetodeterminetheproductcostandprice
4.ltenabletheenterprisetocomplywithstandardswhicharesetbythegovt.
5.I1tminimizeswastageintheproduction,

6.ltensurescustomersatisfaction;thisisthroughprovidinggoodsofgood
qualityandofhighvalue.

7.ltprovidesastrongcompetitiveadvantagetoanenterprise

8.ltleadstoanincreaseinthemarketshareoftheenterprise.
9.Staffprideandsatisfaction.

Objectivesofqualitycontrol

1.Toimprovethebrandimageofthebusiness.
2.Toreducethecostsofproduction.
3.Tocreatecustomerloyalty.
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4. Tocomplywiththequalitystandards.
5.Tooutcompetethecompetitorsinthemarket.
6.Tofacilitatethestandardizationofbusinessproducts.
7.Toproducequalityproducts
8.Todeterminepricesandcostsatacompetitivelevel.

2qualityplanning

Thisinvolvestheestablishmentofmeasuresthatanenterpriseistodoinorder

toachievequality. 3Qualityassurances

Thisreferstotheplannedandsystematicactivitiesimplementedwithinthe
qualitysystemanddemonstratedasneededtoprovideadequateconfidencethat
anentitywillfulfillrequirementsofquality.
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4Qualitysystems
Thisreferstoaggregateoftheorganizationalactivities,incentives,plans,policies,
procedures,processes,resources,responsibilities,andtheinfrastructure
requiredinformulatingandimplementingqualitymanagement.

5qualitypolicy
thisreferstothetopmanagement'sexpressionofitsintentions,direction,and
aimsregardingqualityofitsproductsandprocesses.

6.Totalqualitymanagement
Thisreferstoaholisticapproachtolong-termsuccessthatviewscontinuous
improvementinallaspectsofanenterpriseasaprocess

Elementsoftotalqualitymanagement
1.Ethics-Ethicsisthedisciplineconcernedwithgoodandbadinanysituation.

2.Integrity—Integrityimplieshonesty,morals,values,fairness,andadherenceto
thefactsandsincerity.Thecharacteristiciswhatcustomers(internalorexternal)
expectanddeservetoreceive,thispromoteTQM
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3.Trust, Trustfostersfullparticipationofallmembers.ltallowsempowerment
thatencouragesprideownershipanditencouragescommitment

4.Training—Trainingisveryimportantforemployeestobehighlyproductive.
SupervisorsaresolelyresponsibleforimplementingTQMwithintheir
departments,andteachingtheiremployeesthephilosophiesof TQM

5.Teamwork—Withtheuseofteams,thebusinesswillreceivequickerand
bettersolutionstoproblems.Teamsalsoprovidemorepermanent
improvementsinprocessesandoperations.

6.Leadership—ItispossiblythemostimportantelementinTQM.ltappears
everywhereinorganization.LeadershipinTQMrequiresthemanagertoprovide
aninspiringvision,makestrategicdirectionsthatareunderstoodbyallandto
instillvaluesthatguidesubordinates.

7.Communication—Communicationmeansacommonunderstandingofideas
betweenthesenderandthereceiver.Thesuccessof TQMdemands
communicationwithandamongalltheorganizationmembers,suppliersand
customers.Supervisorsmustkeepopenairwayswhereemployeescansendand
receiveinformationabouttheTQMprocess.

Page370f37

8.Recognition—
Aspeoplearerecognized,therecanbehugechangesinselfesteem,productivity,qualityandthea
mountofeffortexhortedtothetaskat hand.

Factorsthatinfluencequalitystandardsinanenterprise
1.Thetechnicalspecificationregardingquality.Entrepreneurswhoobserve
thetechnicalspecificationsregardingqualityproducequalitygoods.

2.Thenatureofrawmaterialsused,usingqualityrawmaterialswiththea
goodqualityleadstoqualityproduction,howeverusingpoorqualityofraw
materialsleadstoproductionofpoorqualityproducts.

3.Thequalityofmachineryandequipmentsused,usingqualityandefficient
machineryensuresthatqualityproductsareproduced.
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4.Thenatureofpackagingmaterialsused,useofgoodpackagingmaterials
leadstogoodqualityproduction.

5.Thequalityoflabourforceemployed,usinghighlyskilledworkerswith
experienceleadstoproductionofgoodqualityproducts.Ontheotherhand
,usingunskilledworkersleadstopoorqualityoutput.

6.Storageofgoodsandrawmaterials.Havingproperstoragefacilitiesfor
bothrawmaterialsandfinishedgoodsleadstogoodproductquality.On
theotherhand,poorstoragefacilitiesleadstopoorqualityoutput.

7.Theorganizationalarrangementoftheenterprise,goodplantlayout
ensuresleadstopropercoordinationofworkandhencequalityproduction
unlikepoorplantlayoutwhichleadstopoorqualityoutput.

8.Thenatureoftheworkingenvironment.Conduciveworkingenvironment
leadstobetterqualityproductionunlikeunfavourableworkingenvironment
whichleadstopoorqualityoutput.
9.Monitoringandsupervision.Propermonitoringandsupervisionofwork
leadstogoodqualityoutput.Ontheotherhandpoorsupervisionleadsto
poorqualityoutput.
10.Cleanilinessoftheworkarea.Productioncarriedoutinacleanenvironment
leadstogoodqualityproducts.Ontheotherhandproductioncarriedoutin
dirtyenvironmentleadstopoorqualityproducts.
11.Theproductpackaging.Goodproductpackagingleadstogoodquality output.

Page380f38
Waysofensuringqualityproduct
1.Byobservingthequalitystandardssetbythegovernmentorenterprise.
2.Purchasingandsuinghighqualityrawmaterials
3.Motivatingemployeestokeeptheirmoralehightowardsqualityproduction
4.Recruitingskilledworkerswhoarewellexperienced.
5.0peratinginacleanandhygienicenvironment
6.Carryingqualitymarketresearchaboutthemostefficientmethodsof

productionandcustomerneeds
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7.Implementingqualitypolicyoftheenterprise
8.Monitoringandsupervisingworkersandtheproductionprocess
9.0bservingthetechnicalspecificationregardingquality
10.Ensuringproperpackagingoftheproducttoavoidcontamination.
11.Trainingworkerstoacquireskillsthatpromotequality
12.Ensuringproperstoragefacilitiesforfinishedgoodsandrawmaterials.

Perceptionaboutquality
Thismaybebasedonthefollowing;

CUSTOMERMISCONCEPTIONABOUTQUALITY.

1.Brandname,thiswherecustomersjudgethequalityoftheproductbasing
onthebrandnamee.g.nokiaphoneareofbetterqualitythantechno phones
2.0riginoftheproduct,thereisaperceptionthatqualitycarsarefrom GermanthanJapan
3.Customers pointsofview,consumershavedifferenttastesandtherefore
perceivequalityofproductsdifferently
4.Expirydate,customersperceiveproductswithexpirydatetobeofhigh
qualityandthosewithouttobeofpoorquality
5.Productprice,customersperceivehighlypricedproductstobeofgood
qualitythanthosewithlowpricetobeofpoorquality
6.Qualityisonlyinbigenterprisesandcompanies
7.Customerbelievethatgettingaproductexchangeincaseofproduct
failureisquality,however,qualitygoesbeyondthat

Importantaspectsinproductionofgoodsandservices

1.Qualitycontrol
2.Technologyandtechnicalskills
3.Productionprocess

Page390f39

Questions

Youownsaloninyourlocaliswhosequalityofservicehavedecline
a)Draftguidelinesforensuringqualityinyoursalon
b)Developaqualitysloganforyourbusiness
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c)Writememotoallyourworkersinvitingthemtocomeandattendoneday
trainingonthetopicenhancingqualityforcompetitiveadvantage

Measurestoreduceproductioncosts
1.Ensuringproperlyproductionprocess,thisisdonesoastoreducethe repetitionofwork.
2.Ensuringproperstorageofrawmaterialsandfinishedgoodstoprevent damageandtheft.
3.Studyingtheproductionmethodsandtechniquesusedinproductionto

ensurethattheyareeffectiveandefficient
4.Providingsupportfacilities.theseincludetoolsandfixturessoastoaid handlingofwork.
5.Storagebinsformaterialshouldbeused,thisistoreduceonwastages andeffectsofmixing
6.Studyingtheleadtime,thisistoensurethatmaterialsaretoreceivedon time.
7.Specifyingdutiesandresponsibilities,thisensureseasycoordinationand

minimizesconflictsatwork
8.Curryingoutproperaccountabilityofenterprisefunds,thisminimizes

unnecessaryexpenditures.
9.Buyingrawmaterialsandothersuppliesfromcheapsources.
10.Ensuringqualitycontrol
11.Recyclingproductsandrawmaterialsthathavebeendamagedin productionprocess.
12.Layingoffredundantworkersandworkerswhosetaskscanbecombined withothers.
13.Buyinginbulksoastominimizeontransportandsaveinformoftrade discounts.

Youownabusinessthatdealsinmakingphonerepairsinyourhomearea
a)Prepareguidelinesforminimizingcostsinyourbusiness
b)Writeaninvoicetoacustomeryousuppliedgoodsworth200millions
c)Draftguidelinesforhandlingandstorageofmachinesandequipments
d)Writeguidelinesforstorageofmaterialsinyourbusiness

WORKPLACEMANAGEMENT
Aworkplacereferstoanareaorplacewhereproductionofgoodsorservices
takeplacee.g.classroominaschool,officeinanorganization.

Page400f40

Elements
Materialhandlingandstorage
Workstation
Productivemachinehandlingandsafety
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Controlandstoreofhazardouschemicals Maintenanceoflightingfacilities
Welfarefacilities
Maintenanceofbusinesspremises
Workorganization
Materialhandlingandstorage
Materialsusedinaproductionprocessneedtobewellhandledandstoredifthe
productivityofanenterpriseisimproved.Thisisdoneinorderto;
1.Reduceonmaterialdamageandmaterialwaste
2.Reducetimewastage
3.Regainspaceforreuse
4.Reduceonaccidents
Throughthefollowingways;
1.Separationofstoragefacilitiesforvariousmaterials,semifinished
products,finishedproduct
2.Provisionstoragefacilitiesinformofaroom,cupboards
3.Removingitemsthatarenotfrequentlyusedfromthestore,
4.Providingfacilitiesforhandlingandremovingeitherproductorraw
materialsfromoneplacetoanother,e.g.useofcranes

Workstation

Itiswhereproductionofgoodssandservicesactuallytakesplacee.g.classroom

inaschool,officeinanorganizationkitcheninahotel.Toachieveefficiencythe followingisdone;
1.Providingfurnitureofaconvenienceheight,e.g.chairs,benchesetc
2.Providingmachinesthatcanusedtoeaseworke.g.liftstoreduceefforts ofworks
3.Providingastableworksurfaceattheworkstation
4.Ensuringthatthestationismaintainedcleane.g.bysweepingand moppingonadailybasis.
5.Provisionofstoragefacilitiesforworkerspropertye.g.cupboards,roomfor changingetc
6.Providingdevicestohelpinperformanceofduties,e.g.projectorsthis

makeworkenjoyablehenceincreasedproductivity

Productionmachinehandlingandsafety
Inordertoensureefficientuseofmachines,theymustbehandledandstorewell insoasto;
1.Reducethecostofreplacement Page41of41

2.Reducerepairingexpenses
3.Increasethelifespanofthemachine
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4.Avoiddamageassociatedwithimproperhandlingandusageofmachines

Waysofpropermachinehandlingandsafety.
1.Providingsafetydevicesforanypartofthebodywhichisexposedtoany
dangerwhilehandlingmachines
2.Attachingproperwriteuptomovingmachinesandpowerpointe.g.avoid
touchingthismachinewhilerunning,“danger”.
3.Redesigningofguardsthatinterfereswithpropervisibilityofwork.
4.Encouragingworkerstoreadandunderstandmanualinstructionprovided
beforeusingthemachine.
5.Providingcautionontheuseofthemachines
6.Makingrepairstoanypartofthemachinethatisbrokeninordertoavoid furtherimplications
7.Storingthemachineincoolplacestoavoidrusting
8.Employingwellgqualifiedpersonneltouseandstorethemachine.
9.Providingguardstomovingpartsofthemachine.
10.Providingfacilitiesonwhichthemachineisput,toavoidbeingincontact withthesoil
11.Cleaningthemachinebeforereuse
12.0ilingmachinesalways
13.Providingashadeformachinestorage

Controlandstoreofhazardoussubstances
Theseareingredientsthatneedtobeproperlykepttoavoidtheaftereffect,to
ensureproperuseandstorage;thefollowingisdone:
1.Substitutinghazardoussubstanceswithchemicalsthatarelessharmful
2.Ensuringthatallchemicalsareproperlycovered
3.Ensuringthatworkerswhohandlethesechemicalsalwayswashtheir
handswithsoapbeforeeatingortakingadrink
4.Providingchangingclothestoworkers
5.Ensuringthatworkersreadtheinstructionsbeforeuseofchemicals
6.Improvingontheventilationsysteminthestorage
7.Trainingandretrainingofworkersontheuseofprotectivegears
8.Providingworkerswithadequateandappropriateequipmentslikemasks
footwearandgloves

Maintenanceoflightingfacilities
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Inordertokeeptheorganizationsuppliedwithenoughlights,thereisneedto

maintainthesystem.thiscanbedonethroughthefollowing;
1.Selectingandusingofbrightwhitecolourswhilepaintingwalls
2.Usingplasticironsheetinordertobenefitfromnaturallight
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3.Providingspecificlightingandadjustablelampsattheworkstation

4.Cleaningoftheceilingboardsalways

5.Replacingbulbsregularly

6.Providingadequateventilationandwindowandalwayskeptopento
benefitfromthenaturallight,

Maintenanceofbusinesspremises

Thisisdoneinordertoensurethatanenterpriseincreasesitsefficiency.Thisis

throughthefollowingways;
1.Redesigningthebusinesspremisesinordertosuitthenatureofwork
2.Providingclearsignpostindicatingthemainservicesofthebusiness
3.Providingceilboardsinordertoimproveontheheating
4.Providingclearpassagesandproperlymarkedwithwarningssuchaskeep

theenvironmentclean

5.Providingenoughprotectivegearssuchasfireextinguishers

Workorganization
Thisisconcernedwithmanagementofworkinworkplace.properly
managementofworkstationensuresincreasedproductivity,thisisachievedin thefollowing;
1.Eliminatingsometasks
2.Frequentlychangingtasksofworkersinordertokeepthealert
3.Keepingrecordsofworkerswheneveraperformanceappraisaliscurried out
4.Rewardingworkerswhohaveperformedwell
5.Trainingandretainingofworkersinordertoacquirenewskillsand
knowledgenecessarytoachieveefficiency
6.Rearrangingthelayoutandordersofoperationtoimproveonthe productionflow
COSTSOFPRODUCTION
Thesearetheexpensesincurredwhenproducinggoodsandservices

Classificationofproductioncosts
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Primecosts,theseareexpensesthatdirectlychargeablefortheproductionofa goodorservice
Examplesinclude;

1.Directmaterialcosts

2.Directwages

3.Workcosts,theseareexpensesnecessarytoproducevariousgoodsand services

4.Expensesinclude;

5.Workmanagementexpenses,

6.Technicalexpenses,

Page430f43

7.Supervisoryexpenses,

8.Rent,

9.Chargesforpower,

10.Depreciationallowance,
Totalmanufacturingcosts,thesearetotalexpensesincurredintheproductionof
goodsandservices.
Itincludesprimecostandworkmanagementexpenses
Administrationexpenses,thesearethecostsorexpensesincurredbythe
businessonroutinebasisinordertosupporttheproductionandmarketing activities
Examplesofadministrationcostinclude;

1.Stationerycostse.g.pens,envelopes

2.Transportexpensesforgoodspurchase

3.Rentexpenses

4.Communicationexpensese.g.airtime

5.Staffmealsandwelfare

6.Electricityexpenses

7.Cleaningexpensese.g.onbroomsandbrushes,soapetc

8.Securityexpensesonhiringwatchmenorsecuritypersonnel

9.Grosscoststhisistotalsumofprimecosts,manufacturingexpenses,

workcostsandadministrationanddistributionexpenses

NB.Makeacoststatement

METHODSOFCOSTING

Differentindustriesfollowdifferentmethodsforascertainingcostsoftheir products.
Themethodselectedanduseddependson;
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1.Thenatureoftheproductsorservicesprovidedbythebusiness,
2.Thestagesorprocessesproductsorservicesgothroughbeforethey
becomecompleteproducts,

3.Thelevelofactivityoroutput,

4.Thenatureofinstallationandmaintenancecostsrequired,

5.Thetimerequiredtocompletetheproduct.

6.Thesemethodsinclude;
Jobcosting
Thisisamethodofcostingthatspecializesinascertainingthecostofthesingle
anduniquejobthattakesashortperiodoftimetomanufacture.Thismethodis
adoptedwhereindustriesandcompanieshaveheterogeneousoutput(different
output)whereanumberofproductsareproducedinadiscontinuousmanner
fromanothere.g.printer,carpentryetc.Thisisaformofspecificordercosting
andusedwhenacustomerspecifiesthetypeofjobtobedoneandisinshort periodoftime

Paged4ofda

Contractcosting,thisismethodofcostingwhichisusedtocostcontractworks
likeinconstruction,engineeringetcwhereeachjobistreatedasseparatecost unit.
Batchcosting,abatchisalargecombinationofstandarditems.Underthis
method,batchofsimilarproductsistreatedasaseparateunitforthepurposeof
ascertainingcosts. It’sgiveby;totalcostofbatch
—Numberofitemsinabateh—
Processcosting;thisisatypeofcostingusedinindustrieswhereproductionis
carriedoutonstagesorprocessbeforebecomingafinishedproduct.This
commoninindustriesliketextiles,chemicals,oiletc
Servicecosting;thismethodisusedinthoseindustrieswhichrenderservices
e.g.supplyofwaterorganization
Operationcosting,thisismethodofcostingwhichisappliedinindustriesdealing
inheavyworkse.g.minescementworksetc.underthissystemcostsheetis
preparedtofindoutcostperunitandprofitsorlossproduction.
Multiplecosting,thisisacombinationoftwoormoremethodsofcosting.It’s
commonlyusedwhenaproductundergoseveralprocesses.

Waysofminimizingcostsandmaximizingprofitsinanenterprise
Entrepreneurcanminimizecostsandmaximizeprofitsinthefollowingways;
1.Payinglowwagetolabour
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2.Makinglabourworkforlonghoursforlowpay
3.Reducingfringebenefitsforlaboure.g.allowancesliketransport,medical etc.
4.Buyingrawmaterialsfromthecheapestsource
5.Avoidingunnecessarycostse.g.finestothebusiness
6.Employingfewworkers

7.Updatingtechnologytoavoidmaterialwastage
8.Maintainingqualityoftheenterpriseproductstoavoidlosingcustomers

Waysofmaximizingrevenue;
1.Chargingahighpricefortheproductorservices
2.Minimizingpossibilityofgivingcreditstocustomers
3.Keepingamotivatedsalesforceinordertomaintainsalesofanenterprise
4.Keepingaclosewatchonthemarketneedsinordertodevelopnew

productsthatarehighlydemandedandpriced

Question

Youownfarmwhichisinvolveintherearingofgoatsandcerealsonlargescale withmanyworkers

a)Developajobcostsheettobeusedinyourbusiness
b)Writepolicyguidelinesforminimizingcostsinthebusiness
c)Explaintheadministrativecostsofthebusiness
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SPECIFICBUSINESSCONTROLSYSTEMS
Mechanismforcontrollingbusinessassets
1.Cash
Thisisoneoftheliquidassetsofthebusinesswhichishighlyvaluable.the
followingcanbeusedtoprotectcashinanenterprise;
1.Allcashreceivedshouldrecordedimmediatelyoncashreceivedslip
2.Theremustbedailycashreconciliationwithcashslipandcashregister
3.Providingaprivateofficeincasethebusinessreceivelargesumsof money
4. Allcashreceivedshouldtakentothebank,toavoidaccumulationofcash
tothebusinesspremises
5.Employingonepersontobeinchargeofreceivingandpayingoutcash
6.Providingastrongroomtokeepcashandlockablefacilities.
7.Incaseoftransportinglargesumsofmoneyfromonepointtoanother,
armedsecuritypersonnelshouldbeemployed.
8.Keepingthereceiptsandpaymentvouchersinsafelockerandkeyskeptby oneperson.
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9.Cashpaymentsmustbeauthorizedbyoneperson.
10.Checkingandverifyingthepapernotestoavoidreceivingfakenotes.

2.Accountsreceivableordebtors,
Theseareindividualsorinstitutionsthatanentrepreneurdemandmoney.The
followingmeasurescanbeusedtominimizeandcontroldebtors;
1.Maintainingafileofaccountsreceivablecardforeachaccount
2.Makinganalysesofaccountsreceivableonadailybasis
3.Writingletterstoremindthosewhoareslowinpayment
4.Givingcashpaymenttoencouragecustomerstopayincash
5.Maintaininggoodrelationshipbetweendebtorsandthebusiness
3.Inventoryofmerchandiseforsaleorrawmaterials,
Theseareinputboughttofurtherproductionofgoodsandservicesorforresale
tohavecontrol,thefollowingwayscanbeused;
10.Providingacardforeachiteminthestore
11.Filingallreceiptsassociatedwithpurchase
12.Makinganalysisofinventoryrecordstoavoidoverstockingorunder stocking.
13.Takingphysicalcountofinventoryatleasttwiceayeartoestablishthe
amountofstockavailable.
14.Providingastrongroomforstorageofinventorywithlockablefacilities.
15.Providingabooksignandoutofstockinordertomonitorstockmovement
16.Makinganalysisofinventorycontrolcards,toascertainfrequencyofuse orsale
17.Keepingvaluablesmallitemsinasafelocker Page46of46

18.Employinginventorymanagertobeinchargeofinventory.

4.Physicalassets,
Thesearepossessionsofthebusinessthatstaylongerinthebusinessoncethey
arepurchased.Thefollowingwaysareusedtohavecontroloverthem;
1.Maintainingafileofinformationonallphysicalassetsshowingwhenit
wasconstructedorpurchasedincludingafileofexpenditures
2.Maintainingadepreciationscheduleandmethodusedtocalculatetherate
ofdepreciations
3.Maintainingup-to-dateassetregisterinthebusiness
4.Providingastorewhereassetslikefutureofficeequipmentsaretobe stored
5.Takingaphysicalcountofasststodeterminethenumberandthevalue peryear
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6.Appointinganofficertobeinchargeofallphysicalassetsinthebusiness,

5.Customermerchandise
Thesecanbecontrolledby;
1.Keepingafileindicatingthatdateonwhichcustomersworkwas completed
2.Makingaphonecallorwritingreminderlettertocustomers
3.Byensuringthatcashisreceivedbeforereleasinggoods
4.Maintainingarecordofcustomerpaymentincaseofinstallmentselling
5.Reconcilingtheamountpaidwithwhatthecustomeristopay

INTERNALCONTROLSYSTEMSINSMALLBUSINESSES
Controloverbusinessoperationmaybeexercisedinthefollowingareas;
1.Purchasing
2.Buyingfromatleasttwosupplierstokeepacheckontheprices
3.Establishinggoodrelationshipwithsupplierssothatincaseofanyevent,
thebusinessisnotaffectedbynothavingtherawmaterialsupplies
4.Maintaininguptodateinformationregardingpurchaseitemsthrough
readingoftrademagazines,visitingtradeshows,etctodeterminethenew
productsthatisonmarket
5.Usinginformationprovidedbythesalesteamtodeterminethecustomers’
responseontheproductsproducedsothatincaseofanychange,newraw
materialsarebought
6.Byappointingoneindividualtobeinchargeofpurchaseandproduction
2.Qualitycontrol
Toensurethatcontrolismaintained,thefollowingcanbedonetohavecontrol;
1.Spotcheckingonthemerchandisesoastobesurethatitisuptotheset businessstandards
2.Byobservingthemerchandisetoestablishwhethertheyconfirmtotheset
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standards
3.Makingmarketsurveysoncustomersfromtimetotimetodetermine
whethertheyaresatisfiedatthelevelofproductqualityandservice
4.Discussingthemerchandisereturnswithcustomerstodeterminethe
sourceoftheirdiscontentsoastoaddresstheproblem
3.Financialanalysis
1.Dividingthebusinessintologicalprofitcanters
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2.Establishingarecordkeepingsystemsthatallowstheentrepreneurto
separateincomefrompurchasessothatanalysisismade
3.Keepingarecordofallsalesandpurchasesinthebusinesssothat
appropriatepriceisdetermined
4.Byincreasingsalesandreducingcostthrougheliminationofunprofitable products
5.Usingratiosanalysistoanalyzetheprofitabilityofthebusiness
6.Comparingtheoperatingandprofitlevelofsimilarbusinesstofindout
areasofimprovements. 4.Costcontrols
Thisisdonethroughthefollowingways;
1.Byanalyzingtheefficiencyoflabourtoestablishwhethertheworkersare
performinguptotheirability
2.Thepaymentshouldreflecttheoutpute.g.payinghigherwagestomore
experiencedworkers
3.Byreducingallfringebenefitsattachedtojobs
4.Carryingoutmarketresearchtogettounderstandwhatcustomerswant
andhowmuchtheyarewillingtopay
5.Continuouslyanalyzingtheoperatingexpensestofindwaysofreducing
coststhroughmoreefficienttools
6.Usingmoremachinesthanlabourtominimizetimewastageandsalaries
7.Makingrecordofworker soutputtoavoidworkbacklogthatmaycause
employingmorepeople
8.Makingworkerstoworkforlonghoursforlowpay
5.Sales
Thisistobemaintainedthroughthefollowing;
1.Settingsalesquotastobeachievedinagivenperiodoftime.
2.Checkingontheeffectofseasonalvariationsontheenterprise’ssalesso
thatthevariationisminimized.
3.Utilizingtheenterprisesfacilitiesthroughouttheyearbyadopting
productiondiversification.
4.Advertingenterpriseproductstoincreasesalesthroughmarketexpansion
5.Watchingtheactionofthecompetitorssothatincaseofanyprice
variation,theenterpriseisabletorespondpositively. 6.Pricing
Toeffectivelycontrolpricesandmaintainprofitleveloftheenterprisethe
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followingisdone;
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1.Settingapricewhichishighenoughtoprovideagrossmarginthatallows

theenterprisetomeettheexpenses.
2.Watchingthepricestrategiesofthecompetitorssothattheenterprise salesisnotaffected

3.Makingcustomersurveystoestablishwhichpriceisaffordable
4.MakingStudyofgoodsthataredemandedseasonally,sothateffortsare

madetogetridofthembeforetheyexpire,
5.Studyingtheproductionexpensessothatthepricedeterminedisableto
covertheexpenseofproducingaunit. 6.Employeemorale
Thisisthepridethatemployeeshavetowardsanenterprise;hencetomaintain
theirmoraletohigh,thefollowingcanbedone;
1.0pencommunicationsothatemployeeproblemscanbeunderstoodand addressed
2.Sharingemployeeconcernstogether
3.Planningtogetherwithemployeesabouttheenterpriseactivities
4.Appreciatingemployeesthathavecontributedpositivelytoachieving enterprisegoals
5.Encouragingemployeestoworkinteams
6.Involvingemployeesindecisionmaking

TIMEMANAGEMENTFORINCREASEDPRODUCTIVITY
Definitionoftimemanagement
TimeManagementreferstomakingthebestuseoftimeastimeisalways limited.

Importanceoftimemanagement
TimeManagementplaysaveryimportantrolenotonlyinorganizationsbutalso

inourpersonallives.
1.EffectiveTimeManagementboostsanindividual’smoraleandmakeshim confident.

2.EffectiveTimeManagementhelpsanemployeetoreachthepinnacleof
successquicklyandstayfirmatthetopforalongerduration.

3.TimeManagementmakesanindividualpunctualanddisciplined.

4. ItfacilitatesSettingofGoalsandObjectivethatcanbeachievedin specifiedperiodoftime,

5.ltmakesanindividualtoworkhard;thisisachievedthroughSetting Deadlines

6.ltmakesdelegationeasy,thisensuresthatactivitiesareperformedwithin

therequiredtime.
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7.1tfacilitiesPrioritizingofTasksinanenterprise, thisisdoneaccordingto
theirimportanceandurgency.
8.ltinstillthecultureSpendingtherighttimeonrightactivity,

9.ltmakesindividualswhoaccomplishtasksontimelesspronetostress andanxiety.
SKILLSNECESSARYFOREFFECTIVETIMEMANAGEMENT:

1.StayOrganized, Theworkstationmustbekeptcleanandorganized.
Keepingimportantfilesorganizedhelpsyouretrievethemimmediately

2.LearntoPrioritize.ThisisdonebyPreparinga“ToDo”List.

3.BePunctualandDisciplined,Beingpunctualhelpsonetocompletetasks
wayaheadofdeadline.

4. TakeOwnershipofwork;donotworkonlywhenyourbossisaround.

5.BealittleDiplomatic;donotaccepteverythingwhichcomesyourway..

6.BeMoreFocused.Donotwastetimebyloiteringandgossipingaround.

TimeManagementtechniques

1.ldentifygoals.Settargetstobeachieved.
2.Establishadeadline,fixtimetoaccomplishtasks.
3.Takenotesallthetime.Recordthoughtsandideas.
4.Beselfmotivated.Don’twaitfororderstodowhatyouhavetodo.
5.Begoaloriented;focusonactivitieswhichleadtosuccess.
6.Workinblocktime.Domaintasksinblocksofthreeortwohours.
7.Askfordetailsofworkbeforestartingtodowork
8.Alwaysbeingactionoriented,thisisdonebyoutlinesproceduresofthe
tasktobeperformed.
9.Beingreflective,thatistheactoflearningfromthepast,presentand
predictingwhatthefutureactivitiesmaybe. 10.Planindetailforthenextdayactivities,

EFFECTIVETIMEMANAGEMENT/CONTROL

1.Prioritizingtasksdependontheirimportance.
2.Spendingtimeplanningandorganizing.
3.Usingatodolist.Thisisalistofitemstodo.

4 .Settinggoals.thesegiveyoudirection.
5.Consideringyourbiologicalprimetime.Knowyourbesttimeoftheday.
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6.Learningtosayno.rejectsomeuselessthings.
7.Doingtherightthingsright.Dowhatyoudoperfectly.
8.Rewardingyourself.Celebrateeverygoalachieved.
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9.Eliminatingtheurgent.Dotheurgentthingsfirst.

WAYSOFHOWENTREPREPRENEURSWASTETIME
IDICATORSOFWASTINGTIME
1.Repeatingthesamethingsoverandover,

2.Tryingtoreinventthewheel, hangingontoprojectsorproductsthatno
longerlookpromising.

3.Failuretohaveaclearsocial-mediastrategy,E.g.spendingmoretimeon checkingfacebook.
4.Lettingdailydevelopmentsdriveyou,Dealingwitheveryissuethatcomes yourway

5.0verloadingonadministrativework, Toooften,small-businessowners
wastetimeontaskstheydon'tlikeoraren'tevengoodat.

6.Talkingwithpeopleaboutpersonalmattersunconnectedwithwork
7.Havingunnecessarylongmeetings
8.Allowingtoomanyinterruptions

9.Beingdisorganized

10.Engaginginlittleornodelegation

11.Beinglateorabsent.

CONSEQUENCESOFWASTINGTIME
1.Itleadstodissatisfactionofworkers.
2.Itleadstodelayinproductionandservicedelivery.
3.Itreducestheproductivityofthefirm.

4.ltleadstodelayindecisionmaking
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5.ltdiscouragesteamworkinbusiness.
6.ltleadstolatedeliveryofgoodsandservices.

7.1tresultsintolossofsaleshencereductioninprofitofthebusiness
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8.ltlimitsthecompetitiveadvantageofthebusiness.

9.ltlimitstheentrepreneurfromattainingbusinessgoals.

SAMPLEOFATIMESHEET
XYZENTERPRISES

P.O.BOX123BUYENDE

TIMESHEET

ACTIVITY | EMPLOYEE | START | END | REMARKS

TIME | TIME

Question

Youownafruitfactoryinhomeareawithmanyworkers
a)Developatimesheetscheduletobeusedwhilepayingparttimeworks
b)Developpolicyguidelinestobefollowedbyworkerinmanagingtime
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c)Draftatimecharttousedbyproductiondepartment

PACKAGING
Packagingreferstowrapping,fillingorcompressingofgoodsincontainersto
protectthemormakethemeasytohandle.
Typesofpackaging

1.Bottling

2.Canning
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3.Baggingorputtinginbags

4.Packaginginplasticcontainers

5.Usingbales

6.Tinning

7.Boxesorcartons
Differenttypesofmaterialsusedforpackaging

1.Metals,thisincludealuminumandsteel

2.Plastics,thisincludepolythenepapersjerrycansbottles

3.Wood,thisincludewoodboxes,cantons,packingcases

4.Paper,thisincludepapers,boards

5.Glassbottles

6.Laminatesaluminumfoils,plasticfilms

7.Polyesters

8.Juteforbags

Importanceofpackaging

1.Packagingprotectsgoodfromdamageandenvironmentalcontamination.
2.Ithelpstopreservethegoodsandmakeitlastlonger.
3.Packaginghelpsinproductpromotion.itmakestheproductattractive.
4.1thelpsinproductdifferentiation.ltmakesaproductdifferfromothers.
5.Packagingmakesgoodseasytohandleespeciallyliquidsandflour.
6.Packagingmakesthegoodssafetohandleespeciallyblades.
7.Packagingfacilitatesselfserviceespeciallyinsupermarkets.
8.ltenablesportioningofproducts.Productscanbepackedintosmaller sizes.
9.ltfacilitatesautomaticvendingandmailorderselling.
10.Itfacilitatesbrandingoftheproduct.Packagingprovidesspacefor brandingtheproduct.
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Factorsconsideredwhenchoosingpackagingmaterials
1.Sourcesofpackagingmaterialsandsupplies.Entrepreneursuse
packagingmaterialswhicharenearandfromareliablesource.
2.Availabilityofthepackagingmaterialsintherequiredamounts.
Entrepreneursusepackagingmaterialswhicharereadilyavailable.
3.Thecostofthepackagingmaterial.Entrepreneursusepackaging
materialswhicharerelativelycheap.
4.Thetypeofgoodstobepackaged.Liquidsarepackedinbottleswhileflour
ispackedinsacksandbags.
5.Thepurposeofthepackaging.Strongmaterialsareusedwhenthemain
purposeistoprotectgoodsagainstdamageandattractivematerialis
chosenifthepurposeistomakethegoodsattractive.
6.Meansoftransporttobeused.Hardandstrongpackagingmaterialsare
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usedwhenthegoodsaretobetransportedusingroadandrailway.
7.Environmentalimpact.Entrepreneursusepackagingmaterialswhichare

friendlytotheenvironment.
8.Thequalityofthepackagingmaterial.Entrepreneursselectpackaging

materialswhichareofgoodqualitywhichwillnotcontaminatetheproduct.

PRODUCTLIFECYCLE

Productlifecycleisthetimelineofdemandfortheproductfromitsinitialstage ofintroduction.
StagesofProductCycle

Productlifecyclecanbedefinedasthelifecycleoftheproduct.ltmeansthe
variousstagesaproductseesinitscompletelifespan.Productlifecycle
comprisesofthefollowingfourstages-

- Introductionorinnovation
«  Growth

DOWNLOAD MORE RESOURCES LIKE THIS ON ECOLEBOOKS.COM



https://ecolebooks.com/
https://ecolebooks.com/
https://ecolebooks.com/
https://ecolebooks.com

Ecolebooks.com (tcontosn

«  Maturity
- Decline
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Theproductisintroducedinthemarketinthisstage;itistheinitialstageofthe
product.Salesoftheproductarelowinthisstagebecausetheremaynotbea
needoftheproductinthemarket.Theproductmayundergobrandtrouble.

1.Thereisverylittleornoprofit.
2.Thedemandfortheproductiscreatedanddevelopedinthisstage.
3.Heavyexpensesonsalespromotionandadvertisinginordertobuild productawareness
4.Competitorsareveryfewanditsonlymajorplayersdoexistinthemarket.

5.Productioncoststendstobehighonperunitcost,becausethefirmdoes
notenjoyeconomicsofscale

2GrowthStage

Inthisstage,thedemandsandmarketshareincreasesaswellascompetition
emergesinthemarket.

Themarketingstrategyismassiveadvertisingandsalespromotionactivities

Characteristics
1.Thepriceremainsconstantinthisstage.

2.Marketingandpromotionalexpensesincrease.
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3.Thereisrapidincreaseinsales.
4.Themanufacturingcostdecreasessothereisincreaseinprofitmargin.
5.ltpenetratesothermarketsegment.
6.Competitioncontinuestogrowthroughoutthisstage

7.Themarketstrategiesincludeproductdifferentiation

Inthegrowthstage,thereisaboominthedemandoftheproductandtheprofit
increasessubstantially. 3MaturityStage

Thepriceoftheproductiscomparativelylow,buttheadvertisementand
promotioncostincreasesinthisstage.

Characteristics

« Thisstage,theproductremainsforcomparativelylongerduration.
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+ Inthisstage,thereishighcompetition.

 Profitisdecreased.

- Salesgrowthcanbedividedintothefollowingthreecategoriesinthe maturitystagethatis;
(a)Growth,herethereisanincreaseinthedemandoftheproduct.
(b)Stability,inthisstage,thedemandoftheproductremainsconstant.

(c)Decay;here,thereisaslightdecreaseinthedemand.

DeclineStage

Herethereisadecreaseinsalesin.ThatisDemandofproductalsodecreases.

Characteristics
« Thereisdecreaseinthepriceoftheproduct.
« Marginsarelowered.
« Thereisintroductionofnewproductinmarket.
+ Newstrategiesareimplemented.
+ Salescontinuestodeteriorate

« Bignumberofcompetingfirmsdoexist

Thereisadecreaseindemandandsalesoftheproduct.
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ImportanceofProductLifeCycle
1.Productlifecycleisanimportanttoolformarketforecasting,planningand control.
2.Productlifecycleisanalyzedproperlyandchangescanbemadeinorder toincreaseprofit.
3.Itishelpfulinformulatingaproperproductpolicy,productionandpricing.
4. ltishelpfulinmodifyingthemarketingpolicy.
5.Itishelpfultothemarketerregardingcompetition.

6.ItisusedCautionsthemanagementaboutthedeclinestageoftheproduct.
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