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Business Studies – 12th
   Important Differences
Ch– Nature and Significance of Management
1) Efficiency and Effectiveness:
	Basis
	Effectiveness
	Efficiency

	Definition
	Effectiveness means doing the right task, completing activities on time, and achieving desired goals. 
	Efficiency, on the other hand, means completing the task correctly with minimum cost and maximum profit.

	Aim                                
	Its main aim is doing the right task.
	Its main aim is doing the task in the right way.

	Crucial Element
	Time element is crucial in effectiveness.
	Cost and revenue utilization element is crucial in efficiency.

	Focus
	It focuses on achieving the result on time.
	It focuses on completing the task correctly with minimum cost and the least wastage of resources or effort.

	Based On
	Effectiveness is based on operation.
	Efficiency is based on strategy.

	Time Perspective
	Effectiveness generally has a long-term perspective.
	Efficiency generally has a short run perspective.

	Measured On
	Effectiveness of strategies is measured, which are made by the organisation.
	Efficiency is measured in operations of the organisation.



2) Coordination and Cooperation:
	Basis
	Coordination
	Cooperation

	Meaning
	Coordination is an orderly arrangement of group efforts to maintain harmony among individual efforts toward accomplishment of common goals.
	Cooperation is a voluntary effort of individuals to help one other.

	Nature
	Coordination is a system evolved deliberately by the managers
	Cooperation is an effort that arises out of informal relations.

	Need
	Coordination is the essence of management and essential for achievement of common goals of an organisation.
	Cooperation is a voluntary act that arises out of informal relations with the desire to work together.

	Managerial function
	Coordination is implicit and inherent in all functions of an organization; hence it is also known as essence of management.
	Cooperation is a voluntary effort of individuals to work together with the intention of helping one other.

	Relations
	Can be achieved through both formal and informal relations.
	Arises out of informal relations only

	Scope
	Wider scope as it includes cooperation.
	Narrow scope though it helps to establish coordination.



Ch– Principles of Management
3) Unity of Command and Unity of Direction:
	Basis 
	Unity of Command
	Unity of Direction

	Meaning 
	One subordinate should receive orders directly from one boss and he should be responsible to one superior only.
	Each group of activities having the same objective must have one head and one plan.

	Aim 
	It prevents dual subordination.
	It prevents overlapping of activities.

	Implications 
	It affects an individual employee.
	It affects the entire organization. 



4) Henri Fayol and F.W. Taylor:
	Basis 
	Henry Fayol
	F.W. Taylor

	Meaning
	Henry Fayol is a father of modern management who laid down fourteen principles of management, for improving overall administration.
	F.W. Taylor is a father of scientific management who introduced four principles of management, for increasing overall productivity.

	Concept
	The general theory of administration
	Scientific Management

	Emphasis
	Top-level management
	Lowers level / Floor Level Management

	Applicability
	Universally applicable
	Applies to specialized organizations only.

	Basis of formation
	Personal Experience
	Observation and Experimentation

	Orientation
	Managerial function
	Production and Engineering

	System of Wage Payment
	Sharing of profit with managers.
	Differential Payment System

	Approach
	Manager’s approach
	Engineer’s approach



Ch- Planning
5) Single-use and Standing plan:
	S. No
	                Single-use plan
	                   Standing plan

	1.
	The single-use plan is used only once.
	The standing plan is used again and again.

	2.
	A single-use plan is developed for a one-time event such as or course of action that is not likely to repeat. 
	A standing plan is made for activities that occur regularly over a while. 

	3.
	It is discarded when the project is over.
	It is usually developed once but used over and over again with necessary modifications from time to time.

	4.
	Single-use plans include- budget, programme and projects.
	Standing plans include policies, procedures, methods, rules, etc.






6) Procedures and Methods:
	S. No
	                Procedures   
	                   Methods 

	1.
	Procedures are sequences of steps to be followed for performing some important jobs.
	Methods are formalised ways of doing routine and repetitive jobs.

	2.
	Procedures are more rigid.
	Methods are less rigid or flexible.

	3.

	Procedures help in the implementation of policy.
	Methods help for standardisation and coordination of activities.

	4.
	Example: procedure for giving admission in school or giving contracts to an outside agency.
	Example: methods of valuation of stock or method of production.



7) Policies and Objectives:
	S. No
	               Policies
	                      Objectives 

	1. 
	Policies are an organisation's way of solving a particular problem. 
	Objectives are the end results of an organisation.

	2. 
	Policies describe how the work is to be done.
	Objectives describe what is to be done.

	3. 
	Policies explain the mode of achieving the objectives.
	Objectives are the endpoint of planning.

	4. 
	Policies are framed by top, middle and lower-level managers.
	Objectives are generally formed by top-level managers only.



8) Strategy and Policy:
	S. No
	                       Strategy
	                     Policy

	      1.
	It is a comprehensive plan which includes various steps.
	It is a single Plan.

	      2.
	It is formulated for solving challenging and unforeseen problems.
	It is formed to carry out routine functions.

	      3.
	Every time, a new strategy is prepared to solve different problems.
	Common policy is used for all routine problems.

	      4.
	It Is temporary in nature.
	It is permanent in nature.

	      5.
	It allocates human and other resources.
	It uses the resources for decision-making.






9) Objective and Strategy:
	Basis 
	Objective
	Strategy  

	Meaning 
	Objectives are an end point which has to be achieved.
	Strategies are comprehensive plans to achieve organizational goals.

	Nature 
	Flexible, changes with the availability of relevant resources.
	Flexible, identifies required resources.

	Objective 
	Determined by the top management to align all departments accordingly.
	A department prepares it as per top management. 

	Scope 
	Scope it wide as it covers all other plans like policies, strategies etc. and covers overall business.
	Scope limited to particular departments and business units.



10) Policy and Procedure:
	Basis
	Policies
	Procedures

	Meaning
	Policies are general statements that guide thinking and channel energy toward a particular direction.
	Procedures are routine steps to carry out activities in an organization.                                                        

	Need
	They are needed for achieving objectives.
	They are needed for implementing policies.

	Scope
	They are flexible, and managers have discretion as per the organizational limit.
	They are rigid, and managers have relatively less discretion. 

	Expression            
	They are expressed as general statements.
	They are expressed in specific terms.

	Application Area     
	The area of application is broad in the case of policies.
	The area of application is limited in the case of procedures.

	Example
	Recruitment policy of an organization.  
	Procedures for importing and exporting goods.



Ch – Organising
11) Functional and Divisional Structure:
	Basis 
	Functional Structure 
	Divisional Structure 

	Formation 
	It is formed based on functions performed in the organization.
	It is formed based on the product line, territory or region.

	Specialization 
	It leads to functional specialization
	It leads to product specialization 

	Managerial development 
	It does not help in managerial development as functional manager lacks autonomy and it becomes specialized in one function only.
	It helps in managerial development, as they have autonomy and knowledge of varied aspects of a product.

	Cost 
	It is economical as there is no duplication.
	It is costlier, as there is a duplication of resources

	Responsibility 
	It is difficult to fix responsibility on one department
	It is easier to fix responsibility for each division.

	Coordination 
	It is difficult to coordinate the activities in an organization if it is producing many products.
	Coordination is easy as all functions related to a particular product are integrated in one division.



12) Formal and Informal Organization:  
	Basis 
	       Formal Organization 
	    Informal Organization 

	Meaning 
	It is a system of well-defined jobs, each bearing a definite measure of authority, responsibility, and accountability
	It is a network of personal and social relationships, not established by a formal organization, but arising spontaneously as people associate with one another

	Origin 
	It originates as a result of the company's rules and policies
	It originates as a result of interaction among people at work

	Authority 
	It arises by position in the management
	It arises out of the personal qualities of individuals

	Behaviour 
	Behaviour is guided by rules and policies
	Behaviour is not guided by any rules. It has no set pattern

	Flow of Communication 
	Communication takes place through a scalar chain
	It can take place in any direction

	Nature 
	It is rigid in nature
	It is flexible in nature

	Leadership 
	Managers are leaders
	Leaders are chosen by the group



13) Authority, Responsibility and Accountability:
	Basis 
	           Authority 
	           Responsibility 
	          Accountability 

	Meaning 
	Right to command or right to take decisions.
	Obligation to perform an assigned task.
	Answerability for the outcome of the assigned task.

	Delegation 
	Can be delegated.
	Cannot be entirely delegated.
	Cannot be delegated at all.

	Origin 
	Arises from a formal position.
	Arises from delegated authority.
	Arises from responsibility or tasks assigned.

	Flow 
	Flows downward from superior to subordinate.
	Flows upward from subordinate to superior.
	Flows upward from subordinate to superior.



14) Decentralization and Delegation: 
	Basis 
	                    Delegation 
	                 Decentralization 

	Nature 
	A delegation is a compulsory act because no individual can perform all the tasks on his own.
	Decentralization is an optional policy. It is done at the discretion of the top management.

	Freedom of Action 
	There is less freedom to take own decisions as there is more control by superiors.
	There is greater freedom of action as there is less control over executives.

	Status 
	It is a process followed to share tasks.
	It is the result of the policy decision of the top management.

	Scope 
	It has a narrow scope as it involves the superior and his immediate subordinate only.
	It has wide scope as it involves all levels of management.

	Purpose 
	The main purpose is to lessen the burden on the manager.
	The main purpose of Decentralization is to increase the role of the subordinates in the organization by giving them the authority to take decisions.



Ch – Staffing
15) Recruitment and Selection:
	Basis 
	              Recruitment 
	                    Selection 

	Meaning 
	 It is a process of searching for suitable candidates to fill up vacant jobs.
	It is a process of selecting the most eligible candidates and offering them jobs.

	Stage 
	It precedes the staffing process.
	It always starts where recruitment ends.

	Contract of service 
	There is no contractual relation created.
	Selection involves a contract of service between the employer and employees.

	Nature 
	It is a positive process as more and more candidates are induced to apply for the job.
	It is a negative process and more candidates are rejected than the number of selected candidates.





16) Training and Development:
	S. No
	Training
	Development

	1. 
	It is a process of increasing knowledge and skills.  
	It is a process of learning and growth. 

	2. 
	It is to enable the employee to do the job better. 
	It is to enable the overall growth of the employee.  

	3. 
	Training is a job-oriented process. It improves the performance of employees. 
	Development is a career-oriented process. It develops competence among employees for handling higher level job.

	4. 
	Training is a short-term process. Its duration is fixed.
	Development is an ongoing process. It includes training also.  



17) Internal and External Sources:
	Basis
	Internal Recruitment
	External Recruitment

	Meaning
	Making use of existing staff to fill up vacant jobs is known as Internal source of recruitment. 
	Searching and filling employees from sources outside the organisation is known as External source of recruitment. 

	Choice
	It has limited choice.
	It has a wide choice.

	Economy
	It is a cheaper source of recruitment as employees are well-versed with the organisation. There is also no cost of advertisement and publicity.
	It is costly as a lot of money is spent on advertisement and publicity.

	Time
	It is less time consuming.
	It is a lengthy process.

	Motivation
	It motivates the existing staff to improve their performance.
	It demotivates the existing staff and leaves them dissatisfied.

	Quality
	There is no infusion of new blood and fresh talent in the organisation.
	There is an infusion of new blood and fresh talent in the organisation.



18) Transfer and Promotion:
	Basis 
	Transfer
	Promotion

	Meaning
	Transfer means shifting of an employee from one place to another.
	Promotion means shifting of an employee from a lower post to a higher post.

	Effect
	No change in rank, responsibility and salary.
	Results in increase in rank, responsibility and salary.

	Movement of employee
	Horizontal movement of the employee.
	Vertical movement of the employee.

	Type of matter or decision
	Routine administrative matter
	Thoughtful managerial decision



19) On-The-Job and Off-The-Job Training Method:
	Basis
	On-the-Job Training Methods
	Off-the-Job Training Methods

	Meaning
	The methods of training that are applied to the workplace while the employee is actually working is known as On-the-Job Training.
	The methods of training in which training is provided to the employee away from his job is known as Off-the-Job Training.

	Principles
	It is guided by the principle of ‘learning while doing’.
	It is guided by the principle of ‘learning before doing’.

	Training Place
	Training is provided to employees at their workplace.
	Training is provided to employees away from their actual workplace.

	Suitability
	Such methods are suitable for technical jobs.
	Such methods are suitable for managerial jobs.

	Trainers
	Trainers are experienced workers or specially qualified instructors.
	Trainers are academicians, professionals and technicians.

	Approach
	The approach of training is practical. 
	The approach of training is theoretical.

	Cost
	Such training methods are cost effective and cheapest to carry out.
	Such training methods are not cost effective as separate training rooms, specialists, etc., are required.



Ch – Directing
20) Formal and Informal Communication:
	Basis 
	Formal communication
	Informal communication

	Meaning 
	It refers to communication taking place within the official chain of command.
	It refers to communication between individuals and groups which are not officially recognized.

	Relations 
	It establishes relations between subordinates, and superiors and relations are highly impersonal.
	It establishes personal relationships among individuals irrespective of the levels.

	Nature 
	It is more rigid in nature and cannot be modified.
	It is flexible, and dynamic and varies from individual to individual.

	Expression 
	It is mostly expressed in written form.
	It mostly tends to be oral.

	Channel 

	It follows a formal or established line of command.
	It is based on informal relationships and no fixed line of command is followed.

	Record 
	The records of formal communication are maintained for future reference.
	No records of informal communication are maintained.

	Need/ Objective/ Purpose/ Aim
	It serves the needs of the organization to achieve organizational goals.
	It serves the needs of individuals working in organisations to fulfill their personal and social needs.

	Fixation of responsibility 
	It is easy to fix the responsibility in informal communication because the source of information is known.
	It is not possible to fix the responsibility because the source of information is not known.

	Speed 
	Speed is generally slow in formal communication because all information has to pass through an established chain of command.
	Speed is very fast in informal communication as it cuts across all the official channels.



21) Autocratic, Democratic and Laissez Faire Style:
	Basis 
	Autocratic style
	Democratic style
	Laissez faire style

	Decision-making
	Only leader makes a decision
	The leader decides in consultation with subordinates
	Subordinates themselves make decisions

	communication
	One way i.e., downward communication
	Two-way communication
	Free flow communication 

	Motivation technique
	Fear and punishment (negative motivation)
	Reward and involvement (positive motivation)
	Self-direction and self-control

	Delegation of authority
	No delegation
	Delegation of authority to some extent
	Complete delegation of authority

	Focus 
	Leader control
	Group centred
	Individual centred

	Role of leader 
	Provides Direction
	Maintains teamwork
	Provides support and resources

	Growth and development
	No scope for initiative and creativity ‘I’ Style
	scope for initiative and creativity “We Style”
	Full scope for initiative and style “You Style”

	Discipline
	Obedience to order and discipline 
	Interchange of ideas
	Self-discipline or control



22) Financial and Non-Financial Incentives:
	Basis
	Financial Incentives
	Non-Financial Incentives

	Meaning
	The incentives and rewards that can be calculated in terms of money are called Financial Incentives.
	The incentives and rewards that cannot be measured in terms of money are called Non-monetary Incentives.

	Suitability
	These are suitable in case of lower-level employees.
	These are suitable in case of higher-level employees.

	Satisfaction of needs
	They satisfy the lower-level needs.
	They provide psychological and emotional satisfaction to the employees. 

	Example
	These include bonus, profit sharing, prerequisites, etc.
	These include status, organisational climate, career advancement opportunities, etc.



Ch – Financial Markets
23) Money Market and Capital Market:
	Basis 
	Money Market
	Capital Market

	Participants 
	The participants are RBI, Commercial Banks, Non-Banking Finance Companies (NBFCs), State governments, Large Corporate Houses and Mutual Funds. 
	The participants are financial institutions, banks, corporates, foreign investors and retail investors.

	Instruments 
	Instruments traded are treasury bills, commercial paper, certificates of deposits, call money etc.
	Equity Shares, Preference Shares, Debentures and Bonds.

	Investment outlay 
	Money market securities have a large investment outlay minimum amount of Rs 25,000.
	Capital market securities have a small investment outlay i.e. 10 or 100. 

	Duration 
	The money market deals in short-term securities whose period of maturity is up to one year.
	Capital market deals in medium-term and long-term securities with a period of maturity of more than one year.

	Liquidity 
	Money market instruments enjoy a higher degree of liquidity (The Discount Finance House of India)
	Capital market securities are considered liquid but less liquid than money market securities.

	Safety 
	The instruments of the money market are safe or less risky due to the short duration and soundness of issuers.
	The instruments of the Capital market are riskier concerning returns as well as concerning principal repayment as the issuing company may fail.

	Expected return 
	The expected return of the money market is less due to the short duration.
	The expected return is higher in the capital market as along with regular dividends or interest there are chances of capital gain. 



24) Primary Market and Secondary Market:
	Basis
	Primary Market
	Secondary Market

	Securities Traded
	It involves the issue of securities by new companies or new issues of securities by existing companies to investors.
	It involves trading existing shares only.

	Company Involvement 
	Securities are sold by the companies to the investors directly.
	Securities are exchanged between investors, and the company is not involved at all.

	Capital formation 
	It directly promotes capital formation.
	It indirectly promotes capital formation.

	Buying/Selling 
	Only buying securities takes place.
	Both buying and selling of securities take place.

	Price determination 
	Prices are determined by the management of the company.
	Prices are determined by the forces of demand and supply of securities.

	Location 
	It has no fixed geographical location.
	It has a fixed geographical location.




25) Commercial Paper and Commercial Bill:
	S. No
	Commercial Paper
	Commercial Bill

	1. 
	Used by banks and other financial institutions to provide short-term investment.
	Issued by the bank against the credit transactions of a firm.

	2. 
	A discounted instrument has a face value and maturity value.
	Do not have a face value.

	3. 
	It is used for a short time period which is less than a year.
	It is for short validity, usually 30, 60, or 90 days.

	4. 
	Banks use it to meet short-term obligations.
	Companies use it to get advance money from banks for their credit sales.



Ch – Marketing Management
26) Advertising and Personal Selling: 
	Basis 
	Advertising
	Personal Selling

	Form 
	It is an impersonal form of communication. 
	It is a form of communication.

	Flexibility 
	Less flexible as standard messages are used.
	Flexible messages can be changed according to the type of customers.

	Reach 
	It reaches masses i.e.; a large number of people can be approached.
	Only limited number of customers can be contacted.

	Cost 
	In advertising, cost per person is less as at it covers large number of people. 
	Cost per person is high as at a time limited member can be contracted. 

	Coverage 
	Advertising can cover market in short time.
	Takes long time to cover market. 

	Use of mass media 
	Advertising makes use of mass media such as T.V., Radio, Newspaper.
	Do not make use of mass media.

	Feedback 
	In advertising, no direct feedback can be obtained.
	In personal selling, direct feedback can be collected by Salesman.

	Useful for
	Advertising is more useful for standardized and customer products.
	Personal selling is more useful for industrial and customized products. 




27) Marketing and Selling:
	Basis
	Marketing
	Selling

	Meaning
	An important functional area of management that involves activities undertaken by an organisation for the promotion of buying and selling of a good or service is known as Marketing.
	A part of the marketing process which involves all the personal and impersonal activities that are involved in finding, securing, and developing a demand for a good or service is known as Selling.

	Scope
	As marketing also includes selling, it has a wide scope. All the activities concerned with the identification and satisfaction of the wants of consumers are covered in marketing. 
	As selling is only a part of the marketing process, it has a narrow scope and is limited to increasing the sales volume of an organisation. 

	Focus
	The main focus of marketing is to achieve maximum satisfaction of the needs and wants of consumers. 
	Selling focuses on the transfer of title and possession of products to the users or consumers. 

	Objective
	Marketing aims at earning profits with the help of consumer satisfaction. 
	Selling aims to maximise the profits of an organisation through an increase in the volume of sales. 

	Emphasis
	The main emphasis of marketing is on the development of the product according to the needs of the consumer. 
	The main emphasis of selling is on the bending or moulding of the consumer according to the product. 

	Strategy
	Integrated marketing efforts are used in this area of management and involve strategies relates to product, price, promotion, and physical distribution/place. 
	Strategies such as promotion and persuasion for selling the product are used in it. 

	Start and End
	The marketing activities start way before the product is manufactured and does not end after the sale of the product. It continues even after the sale of the product by way of after-sales services, etc. 
	The selling activities of an organisation start after the product is manufactured or developed and end after it is sold. 

	Demand
	Demand is created and maintained in the marketing process.
	The organisation supposes from the beginning that there is a demand for the product in the market. 


28) Publicity and Public Relations:
	Basis 
	Publicity
	Public relations

	Meaning
	Publicity refers to a public relation function, that uses any communication channel to convey news or information about someone or something, through media.
	Public Relations is a marketing tool, that is used to maintain goodwill and reputation of the company and its product among people.

	Control
	It is not under the control of company.
	It is controlled by the company.

	Nature
	Positive or Negative
	Positive

	Form of communication
	Non-paid Communication
	Paid Communication

	Intends
	Public awareness
	Public attention



Ch – Consumer Protection
29) District, State and National Commission:
	      Basis
	     District forum
	   State Commission
	National Commission

	Composition 
	It consists of a President and 2 other members, one of the members has to be a woman.
	It consists of a President and not less than 4 other members, one of the members has to be a woman. 
	It consists of a President and 4 other members, one of the members has to be a woman.

	Who can be a President 
	A working or retired judge of the district court. 
	A working or retired judge of the high court.
	A working or retired judge of the Supreme court.

	Appointment of President
	The President is appointed by the State govt. on the recommendation of the selection committee. 
	The President is appointed by the State govt. after consultation with the chief justice of the High Court. 
	The President is appointed by the Central government. after consultation with the chief justice of India.

	Jurisdiction 
	It has the Jurisdiction to entertain complaints where the value of goods and services, along with the compensation claimed, does not exceed Rs 50 lac.
	It has the Jurisdiction to entertain complaints where the value of goods and services, 
along with the compensation claimed, above Rs 50 lac but does not exceed Rs 2 crore
	It has the Jurisdiction to entertain complaints where the value of goods and services, along with the compensation claimed, exceeds Rs 2 crore.

	Appeal against order
	Any person who is aggrieved by the order of the district forum can appeal against such order to the state commission within 45 days.  
	Any person who is aggrieved by the order of the state commission can appeal against such order to the national commission within 30 days.  
	Any person who is aggrieved by the order of the national commission can appeal against such order to the supreme court within 30 days.  
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