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MANAGFEMENT TRAINING COURSE CONFERENCE OUTLINE

NO, 7

THE CONTROLLING FUNCTION OF MANAGEMENT

OBJECTIVES AIDS AND MATERIALS

1. Develop skill and knowledge 1. Worksheets 22, 23, 24 anmd
in setting standards. 25,

2. Develop skill and knowledge
in takding action to improve

standards.
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Minutes Toples
10 I. Review
90 II. The Controlling Function of
Management
4, Setting up Controls
B. Setting up Standards
C. Checking through Standards
10 III. Summary
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This material is in the public domain — PLEASE SHARE!
For more information, contact: Mark. Warren@Tesla2.com




MTP Course 7 of 22

I. Review (10 min.) Have the assigned person give a ten-minute
review of the first four functions of
management,

Follow the same procedure of giving the
conferees in turn the agsignment of present-
ing the review at the beginning of as many
conference sessions ag is practicable.

II. Controlling Func- Use Chart No. 12 to announce the fifth (and
tions (90 min.) last) function of management.
Chart No, 12
A, Setting up Explain to the group that the controlling
Controls function of management in this course deals
(30 min.) with graphs, charts, statistics and devices

(e.g., time schedtvles, suspense files, memo
pads, calendsr pads, sttendance records and
card indices, etc.)

Examples: Teke up the organization chart as an example

Chart No. 13 of a control device. Turn to Chart No. 13.
Ask the group how this organization chart
serves as a control, Meke sure that the
followling points are included:

1. It limits the number to whom a super-
visor or an exscutive can give orders.

2. It determines whom he can contact.

3. It shows the relationship of each man
to everyone else in the unit,

4. It shows that each person has only one
boss.

Ask the group how & position description or a
duty analysis serves as a control device.

Next ask the larger question ———— What use-

(I1lustration) ful purposes do charts, graphs and statistical
data have in a unit? Be sure that answers
include that they indicate whether:

1. Production goals are being met and
routine items are completed as scheduled.

2. Current operations compare favorably
with last week's, or last month's or
last year's.
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(40 min. to here)

B. Setting up
Standards:
Long-range and
Short-term
(30 min.)

Time and Quality

(I1lustration)

(70 min. to here)

C. Checking through
Standards
(30 min.)
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Add that the above controls serve as a
baslis of forecasting and developing future
plans and improved procedures.

Present the followlng procedure for setting
up a standard, and ask the group whether
they think it is practical:

l. Have a good operator accomplish the
Jjob to establish his time and his
quality.

2. Add to this operator's time, enough
additional time to bring the job time
within the range of an average
worker's ability. Any allowance for
quality should be well within the
accepted tolerances or minimum re-
quirements or specifications,

If no one offers a good example to illus-
trate the above procedure, give the fol-

lowing example of a supervisor in charge

of a duplicating unit who set a standard

for stencil cutters:

1. He had a good operator cut a series
of stencils using well selected
semples of the work from his unit.
The average time was twenty minutes.

2. He added what he thought was a
reasonable amout of time so that the
Job could be done on a "day-in, day-
out" basis by typists less able than
the operator used to set the standard.
The standard was set at 30 minutes
per stencil,

3. Then, under exact working conditions
he surveyed the actual production of
his operators. The survey showed a
wide difference between the standard
end actual accomplishment.

Explain that the above illustration of the
stencil cutters is a good example of what it
means to check on the quality and quantity
of production through standards thet are

set up.
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